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Welcome

CARDINAL

Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

This course provides information on the Requisition process in Cardinal.

These training materials include diagrams, charts, screenshots, etc. that clarify various Cardinal tasks and processes. The
screenshots are taken from Cardinal and show pages that not all users can access. They are included here so you can see
how your specific responsibilities relate to the overall transaction or process being discussed. See your agency’s Cardinal
Security Handbook for a list of available roles and descriptions.




Course Objectives

CARDINAL

After completing this course, you will be able to:

 ldentify requisition concepts, processes, integration, and interfaces

» Create and submit a requisition in the Purchasing and the eProcurement modules

« Maintain a requisition in the Purchasing and the eProcurement modules
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CARDINAL

Course Topics

This course includes the following topics:

Lesson 1:
Lesson 2:
Lesson 3:
Lesson 4:

Lesson 5:

Understanding Requisitions

Creating a Regular Requisition
Creating an eProcurement Requisition
Maintaining a Requisition

Processing Requisitions Hands-On Practice



Lesson 1: Understanding Requisitions

CARDINAL

This lesson covers the following topics:
* Procurement Overview
« Key Concepts
* Requisition Basics
* Requisition Process
* Integration within Procurement
* Requisition Suppliers

* [Interfaces with WebIMS and FleetFocus M5



Procurement Overview

—

CARDINAL

The Procurement functional area of Cardinal includes four modules: Cardinal Functional Areas

Purchasing

The Purchasing module includes the buying of goods and services
(Procurement) by creating and processing requisitions, purchase orders
(PO), receipts, procurement card (PCard), and Integrated Supply Services
Program (ISSP) transactions.

Accounts
Payable

Accounts
Receivable

Time &
Attendance

eProcurement

Like Purchasing, the eProcurement module provides for Procurement but is
web-based. It is similar to an online shopping cart experience for users
requesting goods and/or services.

General Ledger

Project
Accounting

Modules

Strategic Sourcing

The Strategic Sourcing module allows users to
create and award bids / proposals to purchase
orders or contracts.

Purchasing

eProcurement Procurement

Strategic Sourcing

Procurement Contracts

Procurement Contracts

The Procurement Contracts module builds, manages, and
archives all Cardinal contract related information.



Procurement Overview (continued)
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CARDINAL

There are seven key processes in procurement: s
Trans:gtions I » FleetFocus M5
« Add / Update Requisitions — Procurement .
Processing Confirming Order
» Create Strategic Sourcing Events ISSP
Transactions
» Add / Update Contracts 7¢
h J
« Add/ Update Purchase Orders | st wa | memces| Cardinal | |
c POs Vendors Suppliers
Sourcing Event pp
* Add / Update Receipts l |
YVY¥vy h

. . Add / Update .
° Cardinal ltems Add / Update Receive Accounts
Procurement Card Processing @»{ et Ao Purchase Recels N ige %

» Integrated Supply Services v 1
Program (ISSP) Processing | Add/ Update L Receive and
Contracts Inspect Goods
WebIMS SiteManager f:gg::'
T \
Doc Id/ Inventory ltem
Stock Issuance Requisifions




Procurement Overview (continued)

—

CARDINAL

PCard
Transactions [ s
Procurement =
Card / ISSP
Processing
Confirming Order
ISSP
Transactions
Create .
»  Strategic eVA | Interfaced Cardinal |
Sourcing Event POs Yendors Suppliers
YVYvy i A A
Cardinal ltems Add / Update Add /Update Receive Accounts
) > e » Purchase —» No
& Suppliers Requisitions Orders Goods? Payable
h v 3
.| Add/Update Receive and
"] Contracts Ves Inspect Goods
, i ‘
WebIMS SiteManager SEIEEL
Ledger
A | A
Doc Id / Inventory tem

Stock Issuance Requisitions



Key Concepts

CARDINAL

Key concepts include:

A requisition is a request for goods and/or services. Requisitions are used to identify and quantify the need for a good
or service and document the approval. Once approved, a requisition is sourced to a purchase order (PO) or a
sourcing event - Invitation for Bid (IFB) or Request for Proposal (RFP).

A requisition may be created using either the Purchasing or eProcurement module. However, eProcurement
requisitions are not used for the web inventory management system (IMS) restock or issuances.

Cardinal users share a centralized supplier database maintained by the Commonwealth Vendor Group (CVG). A
supplier must be recorded in the statewide supplier database before you can use the supplier on a Cardinal
transaction (e.g., requisition, purchase order, sourcing event, voucher, payment).

eVA, the Commonwealth’s web-based procurement system, is the source of procurement supplier information in
Cardinal. Procurement suppliers are interfaced from eVA to Cardinal via a nightly interface. Non-procurement
suppliers, also known as fiscal suppliers, are created directly in Cardinal by CVG.



Requisition Basics

CARDINAL

Requisition Basics:

« Any user can create a requisition. However, only a Buyer can create a purchase order or a sourcing event for the
requisition. POs commit the agency to procuring the goods and/or services.

» Purchases in Cardinal must have a PO, but not all POs need a requisition. If a good or a service is already on

contract, a requisition is not generally required. You can create a PO against the contract and avoid additional steps.

 Inventory issue and restock transactions must be done using a requisition in the Purchasing module. The data from
the requisition is loaded in WebIMS to track inventory quantities.

R Create
Requisition
Yes
h 4
o
PO
> Create PO >

Please refer to the course entitled 501 PR347: Inventory Issuances and Restock for additional details on creating
inventory and restock requisitions.

Contract Requisition

Required?

z
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CARDINAL

e Ifa

1.

Requisition Basics (continued)

requisition is created and there is no contract with a supplier, you have two options:

Create a Sourcing Event: Once approved, the requisition goes through a solicitation process, which involves
creating a sourcing event. This process allows suppliers to bid against the event. Winning bidders are
awarded a contract or purchase order.

Copy the Requisition to a Purchase Order: When the value of goods or services falls within the range of a
small purchase or is otherwise permitted, the Buyer can copy the requisition directly into the purchase order,
rather than creating a sourcing event and awarding a contract.

Create
Create Contract Create
Sourcing Event or Contract
PO?

Create
Sourcing Event
or
PO?

Requisition
(No Contract Exists) Create PO

PO

Copy
Requisition
to
PO
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Requisition Basics (continued)

CARDINAL

» Requisitions can be set to amount only or quantity. Using amount allows for the receipt by amount.

* When creating a requisition, you may not know which supplier you want to use. This information is only mandatory for
contracts and purchase orders.

» eVA Direct Orders (DOs) are loaded directly into Cardinal and purchase orders are created.

12



Requisition Process

CARDINAL

Entering and maintaining requisitions includes:
» Create requisition

* |f a contract does not exist, create a
sourcing event

» If a contract does exist, create a purchase
order by copying the requisition

« Edit requisition

» Cancel requisition

Create

Requisition

WeblIMS

Yes

WebIMS
Issue?

Approved?

Contract
Exists?

Create PO

Create a Sourcing
Event

Nalify
Requestor

Push back to
Requestor?

Yas

|

Cancel
Requisition

Edit
Requisition

General Ledgar o
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Requisition Process (continued)

CARDINAL

WeblMS

Yes

WebIMS
Issue?

Create
Requisition

Naotify
Requestor

o Approved? O]

Confract
Exists?

Create a Sourcing

Push back to
Event No

Reguestor?

Yas
Yes
Cancel Edit
Requisition Requisition
Create PO

b
» End General Ledger -+




Integration within Procurement

CARDINAL

Processing a requisition involves the interaction of several modules within the Procurement functional area.

v v

Procurement Strategic
Contracts Sourcing

| ]

—— eProcurement ——» Purchasing

Requisitions interact with Purchasing, Procurement Contracts, Strategic Sourcing, and eProcurement modules:

» Purchasing / eProcurement: Requisitions are created in either module.

« Purchasing: A requisition can be sourced into a purchase order. Purchase orders are managed in the Purchasing
module.

* Procurement Contracts: A requisition can be sourced from an established contract. Contracts are managed in the
Procurement Contracts module.

« Strategic Sourcing: A requisition can be sourced to an event. The event will go through a bid process (solicitation) in
the Strategic Sourcing module.
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Integration within Procurement (continued)

| |
——————————————————————— | | Project Accounting | ||
Time & Attendance I : ¢ i i |
' — —
| > ||
Absence 4l = ! "1 Project Customer | ! - |
Management > jlime S Labay I i: Costing Contracts | | Billing I :
! AT | | | |
| —  — ! P e e = . =
| ¥ |
: | : |
| _——— == |
| r | | Accounts |
Expenses ' | ¥ .
| |
: : | —— j | Receivable :
I . f |
| v I Ledger | | Accounts |
! | g | | Receivable |
| Accounts | | 1 Generaff Ledger |
| Payable s Bt
!
|
lL Accounts Payable :
_________________________________________ ———
¥ ¥ :
|
Procurement Strategic , !
Contracts Sourcing [* | eProcurement —»  Purchasing i
|
-~ :
|
Procurement '

—_—— e —— e e —_—— e e
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Requisition Supplier: eVA and CVG

CARDINAL

When creating a requisition, you search for a supplier to add to the requisition. All suppliers are shared across the
Commonwealth in one centralized database maintained by the Commonwealth Vendor Group (CVG).

A supplier must be added to Cardinal before it can be used on a requisition, purchase order, sourcing event, voucher or

payment. However, in creating a requisition, the supplier is not a required field. This can be added later on the purchase
order.

eVA updates procurement supplier information through a nightly interface into Cardinal. Non-procurement suppliers, also
known as fiscal suppliers, are created directly in Cardinal by CVG.

eVA Direct Orders (DOs) are loaded directly into Cardinal and purchase orders are created.

17



Interfaces with WebIMS and FleetFocus M5

CARDINAL

WebIMS:
Stock Issuance: When processing an issuance of stock, a
Storekeeper / Requisitioner can order stock items from the g
web inventory system (WebIMS). WebIMS sends a
notification to the Storekeeper alerting them of the status of PCardissuer SiteManager

the order and the document ID (Doc ID). WebIMS Transactions
decrements inventory on hand. o |

Stock Reorder: The Storekeeper can reorder stock for WebIMS |
by creating a restock type requisition. The restock requisition — | — |

creates a Doc ID and sets flags for the related purchase eVA i
orders and receipts. Upon getting a receipt tied to a restock “'f*
requisition, a Doc ID is created and interfaced with the SAREINAL

guantity to WebIMS to increase quantity on hand.

FleetFocus M5: I

FleetFocus M5 is VDOT’s equipment management system which RoDoTIeVA | FleetFocus M
tracks equipment mileage / hours, maintenance, and repair Reporting DB
history. In Cardinal, requisitions are created for repairs / parts

and FleetFocus M5 records the repair history. ISSP Vendor



When would an end user create a requisition?

O When the item is not on contract
O When arequest needs an RFQ (Request for Quote)
O When the item is on a contract

O All of the above

19



When processing a requisition, which external systems specifically interface
with the requisition?

O WebIMS and FleetFocus M5
O eVA

O Fleet Focus M5

O

B and C



Does a requisition require approval before it is sent to a Buyer?

O Yes

O No

21



Lesson 1. Summary

CARDINAL

In this lesson, you learned about:

Procurement

Requisition key concepts

Requisition basics

Two ways to initiate a requisition: Purchasing and eProcurement modules
Procurement suppliers

The ways requisitions integrate with other Cardinal modules

The ways requisitions interface with external systems: WebIMS and FleetFocus M5

22



Lesson 2: Creating a Regular Requisition

CARDINAL

This lesson covers the following topics:
« Create a Requisition in the Purchasing Module
* Add Items
* Requisition Lines

* Requisition Schedules

23



CARDINAL

When you create a regular requisition in the Purchasing
module, you may customize it to fit your needs.

To create a requisition in the Purchasing module you
navigate to the Maintain Requisitions — Requisition page
using the following path:

Main Menu > Purchasing > Requisitions > Add/Update
Requisitions

From the Add a New Value tab click Add.
The Maintain Requisitions — Requisition page displays.

The Header section contains some key data including
Requester, Requisition Date, and Origin.

For additional details on creating a requisition from a contract or another requisition, please see the job aid entitled

Create a Requisition in the Purchasing Module

|48 CARDINAL

Favorites + Main Menu +

Requisitions
Find an Existing Value Add a New Value

Business Unit| 50100 |
Requisition 1D NEXT

All

¥ | Search

> Purchasing~ » Requisitions » >

Add
[## CARDINAL i >
MR h 2> | Advanced Search
Favorites + Main Menu~ Purchasing v > Requisitions ~ > Add/Update Requisitions
Maintain Requisitions
Requisition
“WeblMS Req Type [EERTE | Status  Open &
Coex From Imi™
Hea
*Requester GEORGE.MASON |Q MASON,GEORGE
“Requisition Date [01/15/2017 B Requester info
Origin [ONL R Online Input
*Currency Code USD Dollar
Requisition Defaults Add Comments
Requisition Activities Amount Summary
Total Amount 0.00 USD

Add Items From (7

Purchasing Kit Catalog

Item Search Requester ltems
Line Personalize | Find | View All | 2] B2 First ' 10f1 * Last

Details || Ship To/Due Date || Status || Supplier Information | Item Information || Atiributes || Contract || Sourcing Controls || WebIMS | [
wem  Description Quantiy oy rice Merchandise iy
1@ Q @ € 0.0000 Q Q 0) 0.00 Op Qw = H=HE=
View Approval G M =

) Save [=7] Notify #* Refresh

3 Add

2] Update/Display

501 PR342 Create Requisitions. Job aids are located on the Cardinal website.




CARDINAL

|?,‘CARDINAI.'|

Favorites v ‘ Main Menu v >

Maintain Requisitions

Requisition

Business Unit 50100
Requisition ID NEXT

Requisition Name \

Purchasing v >

Al ~ | Search 2> | Advanced Search

Requisitions v > Add/Update Requisitions

Status Open &

Copy From [JHold From Further Processing

v Header (2

*Requester GEORGE.MASON |Q

*Requisition Date [01/15/2017
Origin dNL
*Currency Code USD

MASON,GEORGE
@ Requester Info

IQ Online Input
Dollar

Line (7

Requisition Defaults Add Comments
Requisition Activities Amount Summary (?
Total Amount 0.00 USD
Add Items From (?
Purchasing Kit Catalog
Item Search Requester ltems

Personalize | Find | View All | @| E First ‘4 1

| Details \‘ Ship To/Due Date H Status

Line Item

(| Supplier Information }‘ Item Information ‘[ Attributes ‘ Contract H Sourcing Controls H WebIMS ‘

Merchandise

UOM Amount

Description Quantity Category Price Status

|[5]save |

=] Notify || %% Refresh |

1@&[ [

View Approvals

@ & [0.0000 1 la| | | 0
*Go to __More...

0.00 Open

of1 '»' Last

|4 Add || 5] Update/Display

Create a Requisition in the Purchasing Module (continued)
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Adding ltems

CARDINAL

You can add items using either Item ID or Category to your requisition in multiple ways.

« Key in, or look up, the National Institute of Governmental Purchasing (NIGP) Item number, i.e., Item. This is the most
common method to select an Item. On each line, click on the magnifying glass next to the Item field. The items listed
will be narrowed down to items related to the supplier you previously selected. The UOM and Description field values

default from the item table.
Key in or look up the NIGP Category, i.e. Category. On each line, click on the magnifying glass next to the Category

field. This method will not be limited to items related to the chosen supplier. You will need to complete the UOM and
Description fields. These fields become available for entry after the Category is selected.

Maintain Requisitions

Requisition

Business Unit 50100 “WebIMS Req Type Status Open &

Requisition ID NEXT
Requisition Name Copy From [IHold From Further Processing

Header (7
“Requester GEORGEMASON Q150N GEORGE
*Requisition Date |01/15/2017 [ Requester Info
Origin |ONL Q Online Input
*Currency Code USD Dollar
Requisition Defaults Add Comments

Requisition Activities Amount Summary (?

Total Amount 50.00 USD

Add Items From (7

Purchasing Kit Catalog
Item Search Requester ltems
Line (% Personalize | Find | View All | L?‘| =] First ‘! 1-20f2 "' Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls WebIMS (=]
Line item Description Quantity *Uom Category Price g";f:::' ilise Status
1 [ 0051404115 | ABRASIVES, T 3 [2.0000 RO |@f 0051404 25.00000 50.00 Open [ Ns] = H=H =
215 a = £ [0.0000 al Q| 0 0.00 Open Om [ ==

26



» | Adding Items (continued)

CARDINAL

Use the Item Search hyperlink to search by Category, Description, or Item ID.

Use the Requester Items hyperlink, which lists items the Requester has previously requested.

The Purchasing Kit and Catalog hyperlinks are not generally used.

4 CARDINAL

Favorites ~ | Main Menu « > Purchasing

Maintain Requisitions

Requisition

Business Unit 50100
Requisition ID NEXT
Requisition Name

Header (7
*Requester GEORGE MASON
*Requisition Date |01/15/2017
Qrigin |ONL
*Currency Code USD

Requisition Defaults

Requisition Activities

Add Items From (%

Purchasing Kit

Al ~ | search

# | Advanced Search

+ > Requisitions + > Add/Update Requisitions

“WebIMS Req Type Status Open &
Copy From

[JHold From Further Processing

A MASON,GEORGE
] Requester Info
Q Online Input
Dollar
Add Comments
Amount Summary (7

Total Amount 50.00 USD

Catalog

| ltem Search

Requester ltems |

Line (?

Line Item Description

|G Save |!E|Nat'rfy HS Refresh ‘

Personalize | Find | View All | 2 E First ‘4 1-20f2 ‘»' Last

Details | Ship To/Due Date || Status H Supplier Information || Item Information | Attibutes || Confract || Sourcing Controls | WebIMS |

" a4 N Merchandise
Quantity uom Category Price Amount Status
1 [ 0051404115 ) |ABRASIVES, i@ B3 [2.0000 RO |Q 0051404 25.00000 50.00 Cpen o m ES] Bl =]
2B Q = €3 [0.0000 Q Q 0 0.00 Open o w ES) B =
View Approvals *Goto __More .

|Cs Add || 7] Update/Display
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Adding Items (continued)

—

CARDINAL

Helpful Hints for Items:

« On the Maintain Requisitions — Requisition page, the Item Information tab allows you to enter specific Supplier Item

information, e.g., Grainger Catalog, Version 13, pg. 6, Item # XXXXXX.

« For VDC (Virginia Distribution Center) related items, use the Manufacturer’s Item ID field to insert VDC stock item

number.

» To specify a District/CO and District/Division location, use the Manufacturer ID and Manufacturer’s Item ID.

Add Items From (7

Purchasing Kit
Item Search

Catalog

Requester [tems

Line (?

Details || Ship To/Due Date I Status || Supplier Information || Item Information I Attributes Il Contract I Sourcing Controls || WeblMS |

Line Item Description GTIN RFQ Required T?:;:f:g Supplier ltem ID Supplier's Catalog

1 % 0051404115 Q_ |ABRASIVES, & |iE O

*Goto __More. ..

View Approvals

|[5] Save ||‘i_‘]Nat'rfy ||8 Refresh |

Personalize | Find | View Al | 2|

First ‘4" 10f1 '} Last

Manufacturer ID

Q_ [920253

Manufacturer's ltem ID

Q al=

|Ek Add || 5] Update/Display

28




Adding Items (continued)

i
CARDINAL
i? CARDINAL | P —
e | Al ~ | Search | | Advanced Search
Favorites v ‘ Main Menu v > Purchasing» > Requisitions v > Add/Update Requisitions

Maintain Requisitions

Requisition

Business Unit 50100 “WebIMS Req Type Status Open 4

Requisition ID NEXT
Requisition Name | | Copy From [(JHold From Further Processing

v Header (?)
*Requester GEORGEMASON | 11xson GEORGE
*Requisition Date 011152017 |8 poquester info
OriginONL  |Q Online Input

*Currency Code USD Dollar

Requisition Defaults Add Comments

Requisition Activities Amount Summary (?)

Total Amount 50.00 USD

Add Items From (?

Purchasing Kit Catalog
| Item Search Requester Items |

Personalize | Find | View All | & | E’ First ‘4" 10of1 '}’ Last

Line (7
\7Detalils‘ Ship To/Due Date H Status H Supplier Information H Item Information ‘\ Attributes H Contract ’ Sourcing Controls l WebIMS [
Line item Description Quantity uom | category Price Northandiee  |istats
1 [ 0051404115 |Q_ |ABRASIVES, S &G [2.0000 | RO || 0051404 | 25.00000] 50.00 Open o ES] & =
*Go to ...More...

View Approvals

|Ch Add || 7] Update/Display |

|[F]save ||[=]Notify || Refresh |
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CARDINAL

In Line section there are multiple tabs which contain information: Details, Ship To / Due Date, Status, Supplier

Requisition Lines

Information, Item Information, Attributes, Contract, Sourcing Controls, and WebIMS (for WebIMS-related requisitions).

In addition, you may insert line specific Comments or Attachments (specs, images, etc.) using the Line Comments icon.

Click the Line Comments icon.

48 CARDINAL -

Favorites v ‘ Main Menu v > Purchasing v

Maintain Requisitions

Requisition

Business Unit 50100
Requisition ID NEXT
Requisition Name
Header (?
*Requester GEORGE MASON |Q
*Requisition Date 01/15/2017 3
Origin |ONL Q
*Currency Code USD

Requisition Defaults
Requisition Activities

Add Items From (¢

Purchasing Kit
Item Search

Line (7

~ | Search 2> | Advanced Search

> Requisitions v > Add/Update Requisitions

"WebIMS Req Type Status  Open &
Copy From [JHold From Further Processing
MASON,GEORGE

Requester Info
Online Input

Dollar

Add Comments
Amount Summary (?

Total Amount 50.00 USD

Catalog
Requester ltems

Personalize | Find | View All | & R First ‘4 10f1 '*' Last

I Details | Ship To/Due Date Status M Supplier Information H Item Information Attributes || Contract Sourcing Controls 1 WebIMS | [F=5»)

[lSave ||=Notify || Refresh

Line Item Description
1 [ 0051404115 Q_ |ABRASIVES,
View Approvals

Merchandise

Quantity *UOM Category Price Amount Status
i@ € [2.0000 RO |Q 0051404 25.00000] 50.00 Open o lES] E= =
*Go to ._More... ™

|G Add |[ 5] UpdatelDisplay |
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Requisition Lines (continued)

|?ACARD|NAL'| —

v \ Search

2 | Advanced Search

Favorites v ‘ Main Menu v > Purchasing» >

Maintain Requisitions

Requisitions v >

Add/Update Requisitions

Requisition

Business Unit 50100
Requisition ID NEXT

Requisition Name

*WebIMS Req Type

‘ Copy From

v Header (7)
*Requester GEORGE.MASON |Q
*Requisition Date 01/15/2017 JE

*Currency Code USD

Requisition Defaults
Requisition Activities

Add Items From (¢

Purchasing Kit

MASON,GEORGE
Requester Info
Online Input

Dollar

Add Comments

Catalog

Status Open EJ/

[JHold From Further Processing

Amount Summary (?)

Total Amount 50.00 USD

\[Flsave ||[=]Notify || Refresh |

Item Search Requester ltems
Line (7 Personalize | Find | View All | @] E First ‘4 1of1 '*' Last
I Details M Ship To/Due Date H Status H Supplier Information H Item Information ﬂ Attributes ![ Contract H Sourcing Controls H WebIMS I
Line item Description Quantity *UOM  Category Price Merchondiao - |isintws
1 [ 0051404115 /@ |ABRASIVES, @ & [2.0000 | RO | 0051404 | 25.00000] 50.00 Open Ell:ﬂ S Bl =
View Approvals *Go to _..More...

|Ch Add || 2] Update/Display

|
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Requisition Lines (continued)

—

CARDINAL

The Line Comments page allows you enter comments, add attachments, or access and use standard comments that are
pre-loaded in the system.

H{ Line Comments
Help
£ Business Unit 50100 Requisition Date 01/15/2017
Requisition ID NEXT Status Open Line 1
L UL Comment Time Stampe | “Sort Sequence [Ascending v | Sort |
Comments Find | View All First ‘4’ 1of1 '} Last
IUse Standard Commentsl Comment Status Active | Inactivate | +]
Use ltem Specifications
[ Send to Supplier [ Show at Receipt
[ Show at Voucher
Associated Document
|- Attachment Aitach View Delete ] Email
Id From -> REQ 50100-NEXT
H | OK | | Cancel | | Refresh |

32
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Requisition Lines (continued)

Amount Only:

The requested goods or services may be a single total amount and/or invoiced in different amounts (not quantities). Using

the Maintain Requisitions — Requisition page, on the Attributes tab under the Line section, Amount Only may be

selected. Requesting and ordering using Amount Only allows the line to be received only by invoiced amount (dollars)

instead of by quantity.

Maintain Requisitions

Requisition

Business Unit 50100
Requisition ID NEXT
Requisition Name
Header (%
*Requester GEORGE.MASON | Q

*Requisition Date 01/152017 [
Origin |ONL Q
*Currency Code USD

Requisition Defaults
Requisition Activities

Add Items From (2

Purchasing Kit
Item Search

Line (2

Status Open 4

"WebIMS Req Type

Copy From [JHold From Further Processing

MASON,GEORGE
Requester Info
Online Input
Dollar
Add Comments
Amount Summary (7

Total Amount 50.00 USD

Catalog
Requester ltems

Line Item Description
1 [ [0051404115 Q_ |ABRASIVES,
2 [ Q
View Approvals

[Flsave ||EINotify |22 Refresh |

Details || Ship To/Due Date || Status || Supplier Information || Item Information '| Attributes I" Contract || Sourcing Controls | WebIMS ‘

Buyer Name Physical Nature
Cf@ W3 |GEORGE.MASON Q MASON,GEORGE
EI R Q
*Go to __More...

Personalize | Find | View All | IJ_.?]| I.:‘.l_il

Zero Price Amount Inspection

First ‘4 1-20f2 '}/ Last

Indicator Only Required Inspect ID
&4 O +] [=]
s = O ] =]

|k Add || 7] Update/Display
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Requisition Lines (continued)

CARDINAL

Amount Only (continued):

Amount Only Example: We have a requisition for the installation of two storage units. Each unit will have a fixed price, but

the supplier may bill for odd amounts during the project. Amount Only will allow you to receive the actual invoice amount,
instead of a percent of each storage unit.

When you click the Amount Only checkbox:

« The Quantity is set to 1 for an amount only line and Quantity becomes unavailable for entry. The line is repriced
accordingly.

« The Price field on the line is available for entry.
« The Price you enter becomes the schedule price and amount.

« The Distribute By field, located on the Distribution page, is set to Amount and cannot be modified.

Line (? Personalize | Find | View All | E‘] E First ‘4 1-20f2 '} Last
Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls WeblMS E»]
Line Item Description Quantity *UOM Category Price g‘l;rggﬁ?dise Status
1 [ (0051404115 QL |ABRASIVES, @ E&)1.0000 RO |Q 0051404 15.00000 15.00 Open ®] EIJiJ =]
2 [ 0051417550 Q) [CLOTHS, ABRASIVE, : [ E.L 3.0000 PK |3 0051417 10.00000 30.00 Open o ES ] [=]

To view the Distribute By field and ChartField distribution for a line, from the Details tab click the Schedule icon.
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» | Requisition Lines (continued)

CARDINAL

Amount Only (continued):

From the Schedule page click on the distribution icon.

B,_CARDINAL— | Al ~ | Search

Favorites = ‘ Main Menu v > Purchasing~ >

7 | Advanced Search

Requisitions + > Add/Update Requisitions

Maintain Requisitions

Schedule
Business Unit 50100 Requisition Date 01/15/2017
Requisition ID NEXT

Status Open
Return to Main Page

Line Find | View All First ‘4" 10f2 '?' Last
1 Item 0051417548 CLOTHS, ABRASIVE, EMERY, 9 IN. Quantity 1.0000 Each Merchandise Amt 15.00 USD
Schedule Personalize | Find | View All | @| [ First '*' 1of1 ‘! Last

Details | [
2Chi - : Merchandise -
Sched Ship To Quantity Price Amount Due Date Attention To Status
1 @ [cNTRL(Q =] 1.0000 15.00000 15.00] |5 [MASON,GEOR( % |53 Active =]

Add Ship To Comments

[Fsave |[=INotify | £ Refresh | [+ Add || 2] Updatelt

L+ Add || 2] Update/Display |




Requisition Lines (continued)

—

CARDINAL

Amount Only (continued):
The Distribute By field, located on the Distribution pop-up window, is set to Amount and cannot be modified.

=
Distribution Details x
Help
Maintain Requisitions
Distribution
Requisition ID NEXT Item 0051417548 CLOTHS, ABRASIVE, EMERY, 9 IN
Line 1 Status Active
Schedule 1
Ship To CNTRL OFF3 CNTRL OFF3 Quantity 1.0000 EA
I *Distribute By Amount I Open Amount 15.000
Merchandise Amt 15.00 USD
SpeedChart Q Multi-SpeedCharts
Distributions
! Chartfields H Details ” Asset Information |
Distrib Status Percent :!re"rgfll:tndise GL Unit Entry Event Account Fund Program Department Cost Center Task FIPS Assat Agency Use 1 Agency Use 2 EﬁnBus Project Activity
10pen [ 1000000 (1500 | [soton & | |o potssa0 ja [ Q| Q| o | o | [ & | Q| la [ Jaf o |
I 0K I ‘ Cancel | | Refresh
£ >

Click OK to return to the Schedule page.
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Requisition Schedules

CARDINAL

The schedule information defines when and where you want the item delivered and when it is due. On the Schedule page,
the Ship To location should default per the user’s set-up. These fields can be edited as necessary. Do not enter more than

one schedule, i.e., Ship To location, for a line. The interface with eVA does not permit such an action and will cause the
subsequent PO to error out. Create another line for each separate schedule required.

From the Schedule page, click the Distribution icon to enter accounting distributions.

|?_&CARDINAL' Al | Search

Favorites v ‘ Main Menu v > Purchasing

| > | Advanced Search

> Requisitions + > Add/Update Requisitions

Maintain Requisitions

Schedule
Business Unit 50100 Requisition Date 01/15/2017
Requisition ID NEXT Status Open
Return to Main Page
Line Find | View All First ‘4 10of2 '* Last
1 Item 0051417548 CLOTHS, ABRASIVE, EMERY, 9 IN. Quantity 1.0000 Each Merchandise Amt 15.00 USD
Schedule Personalize | Find | View All | @l B First '*" 1of1 "' Last
I Details I =)
Sched *Ship To Quantity Price Merchandise pye pate Attention To Status
1 B ||cNTRL(Q| = 1.0000 15.00000 15.00 5 [MASON,GEOR( "®» Active =

Add Ship To Comments

[ElSave |[EiNoty |[& Refresh =

[+ Add || 5] Update/Display
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Requisition Schedules (continued)

CARDINAL

A Schedule may have one or more ChartField distributions. The ChartField values identify the accounting distribution.
The insertion of valid Account, Department, Cost Center, or Project values are required. You can manually enter a

ChartField value, or you can use the Multi-SpeedCharts hyperlink to select a SpeedChart value to automatically populate
some of the ChartField values for you.

You may insert, or delete, additional accounting distributions, by scrolling right and clicking on the + / - icons at the end of
the accounting distribution line.

Distribution Details
Maintain Requisitions
Distribution
Requisition ID NEXT Item 0051417548 CLOTHS, ABRASIVE, EMERY, 9 IN.
Line 1 Status Active
Schedule 1
Ship To CNTRL OFF3 CNTRL OFF3 Quantity 1.0000 ga
*Distribute By | Amount Open Amount 15.000
Merchandise Amt 15.00 USD
Distributions
| Details | Asset Information |
Distrib Status Percent mgﬂg;'idise GL Unit Entry Event Account Fund Program Department Cost Center Task FIPS
1 Open 100.0000 15.00 50100 | Q| 5012550 Q04100 | 699001 Q, 10003 Q [11120010 |Q Q Q
| 0K || Cancel || Refresh
<




Requisition Schedules (continued)

CARDINAL

You are able to add or delete a line using the +/- icons next to an existing line, and edit any part of the requisition, as you
build it. Once Saved, click the Submit for Approval checkbox, which is next to the Status field, to send it forward for
approval by your Supervisor.

CARDINAL | A v']Sea,ch > | Advanced Search

Favorites v ‘ Main Menu v > Purchasing~ > Requisitons v > Add/Update Requisitions

Maintain Requisitions

Requisition

Business Unit 50100 “WebIMS Req Type Status Open X

Requisition ID 0002175955
Requisition Name (0002175955

[ Hold From Further Processing
Header (2

*Requester GEORGE.MASON |

*Requisition Date |01/15/2017 e

Origin |ONL Q

MASON,GEORGE

Requester Info

Online Input
* usD
Currency Code Dollar
Requisition Defaults Add Comments
Requisition Activities Amount Summary (?
Document Status
Total Amount 15.00 USD
Add items From (? Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
Item Search Requester Items Line | Q. To Q. Retrieve |
Line (7 Personalize | Find | View All | &) E First ‘4" 10f1 '*' Last

Details || Ship To/Due Date 1 Status 1 Supplier Information Item Information ‘ Attributes Contract | Sourcing Controls || WebIMS ‘ =]

Merchandise

Line Item Description Quantity *UoM Category Price Amount Status
1 B (0051417548 @ [CLOTHS, ABRASIVE, .12 & 1.0000 EA |Q 0051417 15.00000 15.00 Open Qmw ES] B=
View Approvals *Go to ...More...

I,;ﬂ'Save I [&h Return to Search | =] Notify || 2 Refresh | [EL Add |[52 Update/Display




Simulation: Creating a Regular Requisition

—

CARDINAL

You are now about to view a simulation that demonstrates how to create a regular requisition. Click the Cardinal logo below
to start the simulation.

. _CARDINAL _

it
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http://www.cardinalproject.virginia.gov/VDOT_Training Materials/Procurement/UPK/Processing Requisitions_v3/index.html?Guid=ca008680-d0d7-4191-a7ca-fa8a0bc4fe4a&Mode=T&Back

On a requisition, a line cannot have multiple distributions.

O True

O False
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The Amount Only function sets the line quantity to 1 and allows you to enter a
dollar value.

O True

O False
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Lesson 2: Summary

CARDINAL

In this lesson, you learned how to:
» Create a regular requisition using the Purchasing module
» Search for items to add to the requisition in the Purchasing module
* Modify requisitions schedules in the Purchasing module

« Update accounting distributions in the Purchasing module
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! 2 Lesson 3: Creating an eProcurement Requisition

This lesson covers the following topics:
» Create an eProcurement Requisition

» Create and Use an eProcurement Template
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CARDINAL

Create an eProcurement Requisition

eProcurement provides a custom navigation center that contains folders that support procurement activities specific to
business processes and tasks. eProcurement mimics an online shopping experience.

eProcurement may be used for a regular requisition but is not used for IMS (inventory).

To create an eProcurement Requisition,
navigate to the Create Requisition page
using the following path:

Main Menu > eProcurement >
Requisition

Click on the Request Options drop-down
arrow to view left hand navigation. The
navigation and options in the left hand
navigation vary by page.

The Create Requisition page may also
be accessed from any eProcurement page
using the Home hyperlink which is
displayed at the top of every
eProcurement page.

#® CARDINAL

Welcome to Cardinal! All

Favorites « I Main Menu +

> eProcurement~ » Requisition I

Create Requisition #

Welcome ARDMAN, HELEN

I Request Options v I search [All v]
= Catalo D_‘|:
&;— g =
Browse Catalogs
Catalog
Purchasing Items Purchasing ltems
Express Iltem Entry Forms D r

Special Requests

Forms
Business Cards

Favorites

Templates

ePro Services
Fixed Cost Service
Variable Cost Service
Time and Materials

Recently Ordared

Create and Submit Forms

Business Cards

53 ePro Services D@

Request Services

Fixed Cost Service
Variable Cost Service
Time and Materials

* | Search

Express ltem Entry

Create an Express Reqguisition

Favorites

Browse Favorite ltems and
Services

Recently Ordered

Wiew recently ordered items and

senvices

2 | Advanced Search

Search

ﬁ Special Requests

| Checkout

| Advanced Search

Create a non-catalog request

Templates

Browse Company and Personal

Templates
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CARDINAL

The first step in creating an eProcurement
requisition is to define the default Requisition
Settings.

Click on the Requisition Settings pop-up window to
define or confirm the Business Unit, Requester,
Requisition Name, Priority of the requisition, Line
Defaults, and Shipping Defaults.

Additional default settings include:
* Line Defaults

« Shipping Defaults: Confirm the Ship To
location is correct for this requisition. This may
also be done by line during checkout.

» Distribution Defaults: Accounting Defaults

Create an eProcurement Requisition: Defaults

48 CARDINAL

Welcome to Cardinal!

Favorites = I

Main Menu - ¥ eProcurement« ¥ Requisition I

Create Requisition 2 I

Welcome ARDMAN, HELEN

‘ All - | Search

|T| Advanced Search

Home I*My Preferences gﬁ‘Raquisilion Settings

I T Lines Checkout

Re

Enter search
from the me
begin creatir)

Requisition Settings I
|

Business Unit 30100

Requester PPS1_HELEN ARDMAN

WA Dept of Transportation

ARDMAM, HELEN

Requisition Name

Priority

*Currency uso

Default Options (2

@ Default
fislds.

O override

If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these

If you select this option, the defaults specifizd below will override any predefined values for these fizlds,only non-blank values are assigned.

Line Defaults (7

Supplier Q
Supplier Location Q
Buyer Q

Category

Unit of Measure

Shipping Defaults

I Ship Te |CNTRL OFF3 Q I Add One Time Address
Due Date o] Attention
Distribution Defaults
SpeedChart
Accounting Defaults Personalize | Find | | El First ‘&' 10f1 '} Last
Chartfields1 Details Aszet Information
Dist Parcent Location GL Unit Entry Event Account Fund Program Department Cost Center
1 CNTRL OFF3 |Q, 50100 Q Q aQ Q Q

< >

ok || cancel |
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Create an eProcurement Requisition: Defaults (continued)

CARDINAL

The Accounting Defaults are defined on the Requisition Settings pop-up window.

Default Options (Radio Buttons): e |
- Default: As long as no predefined values exist, the values " e e i "o iy

you enter in the Line, Shipping, and Distribution default s "G B

fields replaces blank fields and are applied to the entire L

requ isition. ® override 1 you select s optio,the dafauts specifed beou il overid any predefned valuss orthse felds nly non-blank values ars ssigned
« Override: If predefined values exist, the value you enter in a Q

the Line, Shipping, and Distribution default fields will m——— =)

override the default value for this requisition. However,

blank values are not considered an override value and the S =

system will still use the default value on the requisition. :
The Override radio button enables the SpeedChart option. Y T

1 100.0000| |CNTRLOFF3 |Q 50100 |Q Q [5012550 |Q [04100 |Q [698001  |Q (10003 Q (11120010

Accounting Defaults: On the ChartFields 1 tab you define the - -
default accounting values to be applied to all requisition lines. )

Later, at checkout, you can modify or further define accounting
values for each individual line if needed.

Click the OK button to accept the edits, close the pop-up window, and return to the Create Requisition page.

47



Create an eProcurement Requisition: Defaults (continued)

CARDINAL

Create Requisition (2
Requisifion Settings

Welcome A

Ra Business Unit 20100 WA Dept of Transporation Requisition Name
Requester PPS1_HELEN.ARDMAN ARDMAN, HELEN Friority
Enter se=
from the m *Currency (M50
begin creat
Default Options |7
) Default If you select this option, the defaults specified below will b= applied to requisition lines when there are no predefined values for these
fizlds.
® Overrida If you select this option, the defaults specified below will cverride any predsfined values for these fields,only non-blank welues are assigned.

Line Defaults | 7

Supplier 3 Category Q,
Supplier Location aQ, Unit of Measura 2L
Buyer =
Shipping Defaults
Ship To [CHTRL OFF3 aQ Add One Tims Address
Due Date i) Attention
Distribution Defaults
SpeedChart Q
Accounting Defaults Personalize | Find |f-'"—'| E First ‘4 1of1 "} Last
I Chartfields1 Il Diptafs Asset Information ||;5:|
Cilat Parcent Lacatlon GL Uit Entry Event Account Fund Program Department Coet Center
1 100.0000| [CWTRL OFF3 |3 |50100 (e} 3 |5012850 (O (04100 [Cy (699001 1 10003 G (111200100
£ >

ok || Cancel
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Add Items and Services

—

CARDINAL

The second step in creating an eProcurement requisition is adding items and services. This can be done from the
eProcurement Home page, i.e., Create Requisitions page, using the main page or the left hand navigation hyperlinks.

From the Create Requisition page, you may
search for items or services to add to your B

shopping cart by clicking on one of the following
hyperlinks or using the main search feature at the |create Requisition| 2
top of the page: Welcome ARDMAN, HELEN Home

Welcome to Cardinal! Al ~ | search % | Advanced Search

Favorites + I Main Menu > eProcurement~ * Requisition I

7 My Preferences Requisition Settings I 0 Lines | Checkout
Request Options . search [Al hd | Search I Advanced Search

« Catalog

All Request Options Q";‘: Catalog E Express Item Entry [ | Special Requests
° E I E ” Browse Catalogs = Createan Express Requisition Create a non-catalog request

xpress ltem Entry Catalog
Purchasing Items Purchasing ltems
H Express Item Entry Forms -+ Favorites Templates

® Fa.VO Il teS E Create and Submit Forms D I Browse Favorite ltems and Browse Company and Personal

Special Requests Services Templates

Business Cards

Forms

® Recently Ordered Business Cards 53 eFro Services D@ Recently Ordered
Request Services View recently ordered items and
Favorites services
. Fixed Cost Service

i S peci al Req uests Templates Variable Cost Service

Time and Materials
ePro Services
Fixed Cost Service
Variable Cost Service
Time and Materials

Recently Ordered
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Add Items and Services: Search

—

CARDINAL

es

At the top of the page is a global search option. Using the drop down arrow you can choose to search the Catalog, your
Favorites, or everywhere (All). Click on the Advanced Search hyperlink and a pop-up window with additional search
criteria will be displayed. To initiate a search, type the item number or name in the box to the left of the Search button or in
the search criteria on the pop-up window. Click the Search button to kick off the search.

. . D Home /¥ My Preferences 388 Requisition Sefiings | 0Lines SiEEEL
The % character can be used as a wildcard in global searches when & : g [E --------- .I—I
preceded by another character. Advanced Search
Favorites I| Main Menu *  eProcurementw ¥ Requisi‘tinnl =E;::i5F Search Name G Save Search Criteria

Create Requisition

Search Tips

Advanced ltem Search I

MUT, STEEL, HEX HEAD, FUL..{1)

ssort By

NUTS, FINISHED, MEDIUM CA..(1) Catalog Search Results (2

NUTS, HEX, ZING PLATED ST..(1) O MUTE, FINISHED, MEDIUM CARBON STEEL. REGULAR, DOUBLE CHAMFER 1 IM. - 2
NUTS, MACHINE SCREW, ERAS..(1)
More... Item ID 3204228321 Supplier Moelco Inc
Pri 0.0 UsD i 00D 7
Manufacturer Name rice - Supplier ID 0000015117
Mo Walue (13) UCM  Hundred Manufacturer
nii | "z X . . %
Supplier Name Quantity |55 Add [% Add to Favorites el Add to Template(s)
Moelco Inc (17}
Mo Walue (1)
D MUTS, JAM, STEEL 1 IN. 5.4 E.. TIFCO NO. 22-147 OR EQUAL

Preferred Supplier
Yes (17)
No (1) tem ID 3204238140

Price 0.0400 UsD

Supplier Moelco Inc
Supplier ID 00000117

Click on the Home icon and then the Express Item Entry hyperlink.

wWelcome ARDMAM HELEW WU ame e e T
’ My Preferences ‘g:‘:“_:g‘ Requisition Settings I E 0 Lines E........Eﬂ%?.'.cﬁ':!: ........ 3 |ICCESSOY

Request Cplions - Search |All 4| (32048:38% | Search I Advanced Search
— ID 5504
i " " ce 128
Filter by Search "3204%38% [ —

Catslog - 18 results returned.
Item Category P = o =
Add Selected To: g Cart . Compars 1o, Favorites 2| Templates hity
NUTS, JAM. STEEL (11) [ select ADeselect All elected To i =3 [k ]

e e P e e O i Bt VO BN namn, e eedlanuimiuslaimalie o gt o

ALL-THH

ID 3203
ce T.14
PM Each

ity [

ESS STH

ID 3204
ce 0.01
PM  Huni

Ety':

ALY, STH

=Search Contains | All w| of the following search fizlds entered.

Description | Contains Any W
Manufacturer | Contasins Any W

ID | Contsins Any W

Supplier ID
Item ID 3204%| x
Category 1D
Supplier ltem D
Manufacturer ltem ID
catsgory

Price Range:  From To In
Search By Contract ID
Contract Q
GContract Search
Clear Cancel
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Add Items and Services: Express Item Entry

CARDINAL

If you know the Item ID number for the item or service you wish to order, enter it in the Item ID field and the rest of the
information will automatically populate when you tab out of the field. Or, you may search for the Item ID using the
magnifying glass icon.

Favorites + I Main Menu ~

To add an item or service to your shopping cart: AT+ seamn

Welcome to Cardinal!

> eProcurement~ > Requisition I

 Enter the Item ID.

Create Requisition 2

Welcome ARDMAN, HELEN ‘ Checkout

+ Enter the Quantity you wish to order.

Request Options

Search

‘
I Home | # Wy Preferences 4 Requisition Setiings | = 0 Lines

Search

| Advanced Search

All Request Options IExpress Item Entry (2 I
e To add additional items using Express Item Catalog Line Personalize | Find | ViewAll| 20| [ Fist (4 13013 0 Last
I. k h dd . h Purchasing ltems Details | Supplier Information || Item Information
Entry1 C IC t e a‘ neW rOW (+) ICOn tO t e Express Item Entry Item ID Description Quantity oM Category Price Mercgan!l'liilsnt:
1 1 1 Special Requests
rlght Of the fIrSt item. Forms 0051404000 R P STONE 500.0000 [EA |Q 0051404 0.0100 5.00USD -
Business Cards
- - Favorites
 When all items and services have been ACRASIVES, SILICON GARGIDE
) Templates 2(0051410000 R P e A 20000000] [EA Q@ 0051410 0.0100 20,00 USD ] [=]
entered, click on the Add to Cart button. epro servies (CARBORUNDUN) OXDE
Fixed Cost Service
Variable Cost Service
Time and Materials
.. . POINTERS AND PARTS, LEAD
 If you want to add additional item(s) to the Recerty Ordrs soomemnrs o ASUSVEREFLLCURS, a00] Ao, aneomo w  EE

requisition using another method, e.g.,
Special Requests, click on the Home icon
or use the left hand navigation.

Click on the Add to Cart button.

I Add to Cart I

GRAPHITE AND P
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Add Items and Services: Express Iltem Entry (continued)

CARDINAL

Once the items are added to the shopping cart using Express Iltem Entry, the Express Item Entry page is still displayed
and the shopping cart Lines indicator is updated to reflect the total number of lines in the cart.

Any time the shopping cart icon is displayed you can hover over it, or click on it, to view the items in the cart. If you click on
it, the cart contents will be displayed on the right hand side of the screen along with navigation to Checkout.

After all items have been added to your requisition, use the Checkout button to review the requisition contents, make final
adjustments, modify accounting distributions, update shipping details, or add last-minute items. From the Checkout —
Review and Submit page you will also submit your requisition for approval.

Click on one of the Checkout buttons.

= Home Worklist Add to Favorites sign out
P CARDINAL H Al -
= Welcome to Cardinall Search # | Advanced Search

Favorites + I Main Menu ~ > eProcurement ~ > Requisition l

i New Window | Help | Personalize Page |
Create Requisition = I

Shopping Cart
Welcome ARDMAN, HELEN . % o
2 Home A My Preferences 388 Requisition Settings B 3Lines I ChecKolit Description Gy uom
ABRASIVES, PLASTONE 00 Ea
Roquest Options = Search - i o
Description Qty uom ABRASIVES, SILICON 2000 EA
CARBID...
. I ; I ABRASIVES, PLASTONE s00 EA
All Request Options Express Iltem Entry (7 ABRASIVES. 2000 EA POINTERS AND PARTS,
= ABRASIVES, SILIGON GARBIDE 300 EA LEAD ... 300 Ba
Catalog . Line (CA
Purchasing [tems Details || Supplier Information || ltem Information | POINTERS AND PARTS, LEAD
BRAS...
Express Item Entry Item 1D Description Quantity uom caj Total Lines 3 Total Amount 2800
Special Requests =
1 al = 2
Forms.
Business Cards | Addte Cart |

§ Total Lines 3
Favorites Total Amount (USD) 23.00

Templates
Close Checkout
ePro Services

Fixed Cost Service
Wariable Cost Service
Time and Materials

Recently Ordered
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Checkout - Review and Submit

—

CARDINAL

On the Checkout — Review and Submit page you can save the requisition and submit it for approval immediately or save
for later. Additionally, you can edit or add requisition items and accounting distribution details, as well as modify shipping
details or add comments and attachments. You can also enter a justification comment that is sent with the approval.

Checkout — Review and Submit Page Sections:

Requisition Summary: Confirm the information is accurate and update if needed.

Favorites + | Main Menu + > eP ~ » Requisiti

I Checkout - Review and Submit |

Review the item information and submit the req for approval_

P My Prelerences Beausilion Sellnge

Requisition Summary
Business Unit 50100 VA Dept of Transportation Requisition Name

Requester |[PPS1_HELEN ARDMAN ARDMAN, HELEN Priority
*Cumrency |USD

—
Cart Summary: Total Amount 28.00 USD
Expand lines to review shipping and accounting details [ar Add More ltems.

Requisition Lines (7

Line Description Item ID Supplier Quantity uom Price Total Details Comments Delete
[J1 gz ABRASIVES, PLASTONE 0051404000 E & M Auto Paint and 500.0000; Each 0.0100 5.00 =3 O Add o
ABRASIVES, Supply Corp
2 [l ABRASIVES, SILICON 0051410000 E & M Auto Paint and 2000.0000 Each 0.0100 20.00 FI;I O Add 5}
CARBIDE (CA Supply Corp
3 POINTERS AND PARTS, 3052860018 MBC PRECISION 300.0000; Each 0.0100 3.00 B o
02 LEAD ABRAS IMAGING =) O Add
[ Select All f Deselect All Select lines to: [} Add to Favorites 3 Add to Templats(s) 1 Delete Selected fMass Change
Total Amount 28.00 USD

Shipping Summary

& Edit for All Lines
Ship To Location CNTRL OFF3

Address WVDOT Central Office
1221 E. Broad St
Richmond, VA 23219

Attention To ARDMAN, HELEN

T = - gmie i e (P i



CARDINAL

Checkout — Review and Submit Page Sections (continued):

Checkout - Review and Submit: Requisition Lines

Requisition Lines: Displays information about each requisition line:

« Add More Items: Click on the button to add
more items to your requisition. The Create
Requisition page will open and you can
search and select additional items to add to
your shopping cart.

« Line Details icon: Click to access the Line
Details pop-up window, where you can modify
additional line details, such as the buyer,
supplier, and other line-specific information.

« Expand triangle icon: Expand a row to view or
change line shipping and accounting
information, specific to the expanded line.

« Confirm or update the Ship To location
for each line. You can use the
magnifying glass icon to search for a
different shipping location.

Click on the Expand triangle icon for a line.

I e T e T e I e P

Cart 3ummary: Todal Amourt 22.00 U &0

| Requiattion Linse -

Lin= D=scriptan
e

T ASRABNER,

2hipping Line 4

Expend Iines to review shipping and sccounting defalls I i3 Add heore Itzms I
lizm 1D Expellzr Quantity o Price Tok
Dosi404000 E &M Auio Paintand 5000031 2 Each Qgoioa =1 L i
Supsly Cop b A
I “Bhip Te [CMTRLOFF2 Q I Quantity SO0.COCT
—
Addrect  VOOT Cenbal Office Add One Time Address Prics [l eyl Frice Adjustment
1221 E. Erond &1 ~ -
F ing Ingul
Rikchmiond, VA 33215 s g
Fegging Workbench
Attantion To  [ARDMAN, FELEN
Dua Datn [ol]
Aoncunting Linas
Dlckributs By HpasdChert ¢l
Accounting Lings Ferscraltze | P | vimwd | ) B At O 1o

o
m! i FOINTERZ AND FARTE,

T LEAD ABRAZ

ABRAZIVES, SILICON
CARZIDE (DA

[ Baiact A7 Dasslact A1

il ABRAEIVEE, PLASTONE

Charifiaided || Charfsidsz || Detals || DstmisZ || Assstimfarmetion || Assstintormeson 2 | [F76
Lirs Statuu Usat Iyps  “Locabon Uuurdfty I'ecunt Hurchsndiss Amk CL Unit Eniry Evant
aren CATRLOFFE | SC0.0000 00.000C] spofEoion % [+

0051410000 E &I Aute Pal: ang ICOCCCE  Each aoi0g 2000 3 ag
Expply Comp

3052850013 MEC FRECIEICN scoccce  Esch amm )
IMAZING 2] Vs

Estact linas fn: T Add ta Favarites P Az 1o Temelatals) T owmtn Zmincted o Mass Change

Total Amaunt 2B.00 UED

oy,

L Last
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Checkout - Review and Submit: Requisition Lines
-3 (continued)

CARDINAL

H\MWWWHWWW“M

Cart 3ummary: Todsl Amount 28.00 U 80

Expand linas by ravlew sRipping and accounting datalls |':|'.= Add Mor= H=ms
I Requlaition Linas (¢ I
Lln= D=scripban K=m ID Enmidler Quantty il N ] Frics Tk O=tmis  Commenis Calspe

DE‘. #il ADRAEINES, PLASTONE DOs1404000 E & M Auiz Faint mnd 5310330 Each aoioa 200 Fy 3 aag i)

T ASRAEINEE, Supply Corp

fhipping Lina 4 *ERlp Te  [SMTRL OFF3 ] Quantity ECC.COCT =]

Addrrce  WDOT Canbral Crifice Acd O Time Addrass Prics [CLCACD Frica Adjustmant
12241 E. Sromd E1.
Fagging Inquiry

Rlchmond, WA 23215
Fagging Warkbench
attardlen Te  |ARCAMAN, FELERN

Due Dain [a]
Apocunfing Linas
sDistribubs By 3peadthar ¢

Accounting Lines Ferscraliee | Find |view Al | ) B pmt 0 sors 8 Lam
Charifiaide! || Chertfeids2 || Detans || Desmis2 | Assetinformation || Assetinformesion 2 | [FE2H)

Lirs = L] Lt Iyp= "Lecabon Uuunify I'srcant Herchsndivs Amt GL Unit Entry Event
1 Open CHNTHRL OFF2 =] SCOLDDCT 100.000 5.00|SC0E0D ) ) |ﬂ |j
DE] Hi ABRASNES, FILICOM 0051440000 E & M Aubz Paint and 2CC0.COCD Each Quoa 20.00 = 0 add '|]'
CARSIDE (DA Expply Camp
DEE ¥ FOINTERZ AND FARTE 0SZEIE0NE MET FRECIEIDN ZCooooo,  Each 10103 2.0 =) Y adg i)
LEAD ABRAE IMAZING
B Ewiect 507 Degeiact A0 Eajact linas fo: ;;. Adid fo Favarti=s m Add 1o Templaiz(s) |:|' Dimlebe Iei=cted 5“;*“::-5 Change
Total Amount 2E.00 UED
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CARDINAL

Requisition Lines continued:

Checkout - Review and Submit: Requisition Lines

 Accounting Lines: Click on the Expand triangle icon next to a line to view the accounting distribution details for the

line.

« You can add / delete accounting distribution lines using the + / - icons. If you have more than one line, be sure
to indicate the percentage of the total requisition line that should go to each accounting distribution line on the

ChartFields 1 tab. The total must equal 100%.

* Onthe ChartFields 2 tab, enter or modify the ChartField distribution for each line.

* You may use a SpeedChart.

Cart Summary: Total Amount 26.00 USD
Expand lines to review shipping and accounting details _Eﬂ’ Add More Items
nequlsmon ines (7
Line Description Item 1D Supplier Quantity uoK Price Total Detsils ~ Comments Deletd
DD 1 gz ABRASIVES, PLASTONE 0051404000 E & M Auto Paint and 500.0000]  Esch 0.0100 5.00 B O ada ]
ABRASIVES, Supply Corp
Shipping Line 1 *ShipTo  [CNTRL OFF3 Q Quantity 500.0000 ==
Address  WDOT Central Office Add One Time Address Price 0.0100 Brice Adjustment
1221 E. Broad St
Pegging Inqui
Richmond, VA 23215 ©0ging Inquiny
Pegging Workbench
Attention To  |ARDMAN, HELEN
Due Date i)
Distributo By | —— o |
—
Personalize | Find | view an | & | B First (4 120f2 & Last
Details Details 2 Asset Information Asset Information 2

Li Statu Dist Type Location Quantity Percen it Merchandise Amt GL Unit ACCOLlnﬂng Lines

1 Ope CNTRL OFF3 Q 375.0000 75.0000) 37550100 Chartfiskis1 Chartfields2 Details Details 2 Asset Information Asset Informafion 2

2 Ope CNTRL OFF3 125.0000) 25.0000 1.25(50100

E = Account Fund Program Department Cost Center Task FIPS Asset fg""“" L== 29”‘”3’ Use be Bus uni
5012550 Q [p#100 |Q [s9spo1  |Q [10003 Q, [111200]Q, Q, Q, e} Q Q,
5012550 Q [0#100 | [sssoot |@ [10004 qQ, [111200]Q Q Q Q, Q Q
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Checkout - Review and Submit: Requisition Lines
-3 (continued)

CARDINAL

Requisition Lines continued:
 Accounting Lines: Another option for updating all the accounting lines during checkout is to use the Requisitions
Settings hyperlink at the top of the page. Select the Override radio button, enter your accounting distribution changes,

and click on the OK button. A pop-up window will appear. Select a Distribution Change Option and click the OK
button.

Checkout - Review and Submit

Review the item information and submit the req for approval.

&
‘ Requisition Settings
Requisition Summary

Requisition Seftings

oy | Business Unit 20100 Wi Dept of Transportation

Requisition Name

Requester PPS1_HELEM ARDMAM

ARDMAN, HELEN Priority Distribution Change Options
*Currency usD

Default Options (¥

Faor the selected requisition lines that are available for sourcing, apply distribution changes to
) Default If you select this option, the defaults specified below will be spplied to requisition lines when there are n
fields. P
[®%an Distribution Lines
®) Qverride 2 thi i i i ill owerrs =3 i =3 . N . .
If you select this option, the defaults specified below will override any predefined values for these fields, AF‘F ¥ chan es o all exist ng distribution lines.
e am,

e inetnt e it L. - W e O N Vo T T i P MR
Accounting Defaults i | (B

i E:‘ Matching Distribution Lines

= - Apply changes fo each existing distribution line by matching the distribution line numbers.
Chartfields1 | Di=tails || Assat Information |

Dist Percent Location GL Unit Entry Event Fund Program ':_:' Replace Distribution Lines

o aTatata P et h =T 1= ==

BT

I T [ I e TaTa e W ] -

Remowve the existing distribution lines and replace with the distribution lines changes.
2 25.0000| [CNTRL OFF2  |Qy [5Q Q [spizsso |y o410 Oy &

DK Cancel
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-3 (continued)

CARDINAL

Requisition Lines continued:

From the Checkout page, click on the Line Details icon to the right
of the line you wish to update / review.

The Line Details pop-up window displays and you can view / modify
requisition line details for the item you selected, to include:

* Items Details

« Contract Information

* Supplier Information

* Manufacturer Information
« Sourcing Controls

Click the OK button after your review and updates are complete. The
Checkout — Review and Submit page will be active again.

Checkout - Review and Submit: Requisition Lines

Favarnes = Maln Meny -

# eProcuement = *

Requisiion

Checkout - Review and Subi]

Feview the ltam Information and submit the

Requisifion Summary

Businass Unit

Line Detsils I

Line Details 7

Mo Imags

Lina 1 8

Requester

“Cumency

Item Detallz |7

Cart Summary: Total Amount 28.00 USD

Expand lIn2 1o reviaw shipping and acca
Requisition Lines (¢
Line Descriptian

¥ A1 g ASRASIVES, PLASTONH
ASRASIVES,

shipping Line 1

Merchandlzs Amount
Item 1D
Category

original Substituted Item
Deacription

Physical Maturs

Buysr

Contract Informatlon (7

Contract ID

eralon

Coniract Ling

Ccatagary Lina

Suppller Information (¥

F M gy ASRASIVES, SILICON
CAREIDE (CA

} B3 ps FOINTERS AND PARTS,
EAD ABRAS

Selact ANl Deeelzct All

upplier 1D

Suppller Lecation

Suppller itam 1D

Suppliars Catalog

Manufacturer Infarmation (¢

Shipping Summary

& Edit for Al Linzg
Ship To Lecation

Address

Manufactursr 1D
Manufactursr
Manufacturers ltem ID

GTIN

Sourcing Cantrols | §

ABRASIVES, PLASTONE ABRASIVES. Line Status  Opan

5.00USD Olrra Required

J0s1404000 Devica Tracking

Jos14cs Zara Prics Indicater
CJamount only
Clinepsction Required

[Gomz  ~]

FFS1_HELENARDMAN [}

Buyar Infarmatian

Connguration Infa

EAuse contract it avanania

Contract Detalle

a,
a,

0030034155 ‘CLE & M Auto Paint and Sugply Corp

MAIN A Maln Locatian

Zuggest New Suppliar

Attention To

Requiaition Comments
Enter requisition comments

[ ok N canca |

O 3 with ctner Rege
Hcalculate prica
[ override suggested suppiler
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Checkout - Review and Submit: Requisition Lines
-3 (continued)

CARDINAL

Requisition Lines continued:  Checkout_Reviaw and Subnit_]

L
Raview tne [12m INfarmatian and SUSMIL th r2q far 3pproval. )
& wyerternces B Requstion seunge
Requisition Summary

e Add to Favorites: cvaios . [T I
Requastar PPS1_HELEN.ARDMAN ARDMAN, HELEN Prionity [Medlom v

*Currency USD

* Place a checkmark on the item lines you will

e
Expand lin2s o revizw shipping and 3coaunting detalls [T= waamare rame

purchase on a regular basis and wish to appear in Rt — [—
En g RP.S\‘.JEE PLASTONE :u;:“:IDD:uD: E;::n::\;?:alnarn Qiznfzun: E:::“ clcl::::lcE sTU:’I B"H"E OE:::n:m |f|D=IeLe

your Favorites list for quick and easy reorders. 2} sses
You can also place a checkmark in the Select All / b i —_ oty [ 2

Addrese  VDOT Central Ofoe 434 On2 Tims Address Price 0.0130 Frice Adjustmant

1221 E. Broad St

Deselect All checkbox to select / deselect all the

Pegqing Workbench
attentionTo  [ARDMAN, HELEN

lines.

Accounting Linss
“Distributs By spesdChart 11120010 @

* Click on the Add to Favorites hyperlink. A pop-up
Chartfizids1 cnmﬂamaz_ Detalls Detslls 2 || Asset Informatian Asgel Infarmation 2 Il:'.'

window will appear to confirm the addition(s) to PR S S S S
your list of favorites. eI o e R I foshe . AL AL RL

Hz2 [ rsreenzEs, silicon £051210000 £ &M Auto Paintand Z0a00000)  Sch ooian 2000 = O ag i}
[ CcamsicE [CA Supply Corp
M3 [z FOINTERS AND PARTS, 2052360015 M5C PRECISION 3000000 Sach 0013 L B Qam ]
LEAD ASRAS MAGING

¢ C | I C k th e O K b u tto n to C 0 n fi rm b salect linee ta: (8 A to Tempiztz{s) ] Calete Salzetzd {2 Mass Change

Cart Summary: Total Amount 28.00 USD

Expand lines to review shipping and accounting details [P Add More Items

Requisition Lines (2

Line Description ltem ID Supplier Quantity uom Price Total
b M1 @@ ABRASIVES, PLASTONE 0051404000 E& T
=2) ABRASIVES, Sup Confirmation
Help

| 3 @ £ EE“ ABRASIVES, SILICON 0051410000 E& The following item(s) will be added to your favorites:

CARBIDE (CA SUDR  ABRASIVES, PLASTONE ABRASIVES, PLASTONE
S ABRASIVES, SILICON CARBIDE (CARBORUNDUM) OXIDE ABRASIVES, SILICON CARBIDE
» M3 gg POINTERS AND PARTS, 3052860018 MBG  (cARBORUNDUM) OXIDE

LEAD ABRAS IMAS  POINTERS AND PARTS, LEAD ABRASIVE REFILL CUPS, SUITABLE FOR SHARPENING

GRAPHITE AND P
Select All / Deselect All Select lines to: [l }Add

[Obo not show this message again

I OK I | cancel
Summary
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CARDINAL

Checkout — Review and Submit Page Sections (continued):

* Shipping Summary: Click the Edit for All Lines hyperlink
to modify the shipping details or accounting lines for the
entire requisition.

* Requisition Comments: Enter comments and select the
appropriate checkbox that determines who will see your
comments.

« Approval Justification: Enter comments that you wish to
be viewed by requisition approvers and reviewers during the
approval process.

« If you choose Save for Later, the Requisition Name and
Requisition ID are automatically populated upon save.

* Click the Save & submit button to submit the requisition for
approval, budget checking, and fulfillment. The Requisition
Name and Requisition ID are automatically populated upon
save.

Checkout - Review and Submit (continued)

Favorites « MsinMenu~ > eProcurement~ » Manage Requisitions

Checkout - Review and Submit

Review the item information and submit the req for approval

Requisition Summary
Business Unit 50100
Requester PPS1_HELENARDMAN

*Currency  USD

Cart Summary: Total Amount 23.00 USD

> Requisiton

VA Dept of Transpertation

ARDMAN, HELEN

“
#" My Preferences

New Window | Help | Personalize P

8 Requisiion Settings

Requisition Name

Priority

Medivm |

CNTRL OFF3

Address VDOT Gentral Office
1221 E. Broad St
Richmond, VA 23213

ARDMAN, HELEN

Edit the Shipping Details and
Accounting Lines for All Lines

[send to Supplier [ show at Receipt [ shown at Voucher

I [y Save & submit I ] Save for Later I C

Add More ltems

63 Preview Approvals

Checkout - Review and Submit

Ravlew the I2m Informatian and submit the r2q far approval.

Requisifian Summary

Buelnass Unit (50700
Raquastar PPE1_HELEM.ARDMAN

*cumrency U323

VA Cept of Tranzporatian

ARDMAN, HELEN

s Wy Breferances \Lﬁk RequIzition 2atinge

Requlslficn Hame 0202172332

Requizitlon ID poazivsesz

Prionty [MEdlum
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Once the Save and submit has processed, a
Confirmation page appears that displays details about
your requisition and its current disposition, to include:

 Requisition Name: Defaults to the Requisition ID
number if the field was not completed during the
creation of the requisition.

* Requisition ID number: Auto generated sequential
number.

Use the Edit This Requisition hyperlink to modify the
requisition.

Workflow approval routing is also displayed. Click on the
Multiple Approvers hyperlink to view additional routing
details.

Use the Manage Requisitions hyperlink to access other
pages to perform tasks, such as review requisition
details, edit or cancel requisitions, create change
requests, copy requisition, view approvals, or return
stock to the supplier.

Checkout: Confirmation

Welcome to Cardinal!

All = | S=arch

Favorites = I Mzin Menu # egProcurement » ¥ Requisition

Confirmation

Your requisition has been submitied.

Requested For ARDMAN, HELEN

Requisition Name 0002175952

Requisition [0 0002175952

Business Unit 50100
Status Pending

Pricrity Msdium

& \iz printable version I & Edit This Requisition I

Req for Supervisor Action
Requisition 0002175952:Pending
Raq - Requesters Supervisor
Pending

@ MCCRACKEMN, STACY E
Requesters Supenvisor

Req for Procurement Mgr Action

St
Requisition 0002175952: Awaiting Further Approvals E:‘E

Raq - Procuremant Manager

[F]5tan New Path

= -
I o= ‘.l1anaEE Regmszlons I

=i Create New Requisition

Mumber of Lines

Total Amount

# | Advanced Search

3

28.00 UsD
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CARDINAL

To search for and add items that are included in the catalog to your requisition, click on the Catalog or Purchasing ltems

hyperlink.

Click on the Catalog hyperlink.

Add Catalog Items

48 CARDINAL

Welcome to Cardinal! All

Favorites v I Main Menu v

# eProcurement~ ¢ Requisition I

Create Requisition]

Welcome ARDMAN, HELEN

i Request Options

i
hd ]
i

Home 7

search |Al v]

All Request Options

Catalog
Purchasing ltems

Express Item Entry
Special Requests

Forms
Business Cards

Favorites

Templates

ePro Services
Fixed Cost Service
Variable Cost Service

Time and Materials

Recently Ordered

%@, Catalog E

Browse Catalogs
Purchasing ltems

Forms E'

Create and Submit Forms

Business Cards

5j ePro Services D@

Request Services

Fixed Cost Senvice
Variable Cost Service
Time and Materials

v | Search 7 | Advanced Search
"My Preferences Requisition Settings | B 0 Lines |ﬂ
‘ Search | Advanced Search

Express Item Entry
Create an Express Requisition

Special Requests
Create a non-catalog request

Favorites Templates

Browse Favorite Items and Browse Company and Personal
Services Templates

Recently Ordered

View recently ordered items and
senvices
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Add Catalog Items (continued)

CARDINAL

You can filter your search results of the items available using the left side navigation menu. Click on a category to view all the
items in the selected category. C=ren]

‘Walcome  ARDMAN, HELEN . o
I @ Home )‘Mr Preferances Reqnlsl'.l:ln Settings. I -3 4linze

Chackaut

Create Requisition ¢

Request Options = gearch |Calzkg W I Search Advanced Search
walcoms  ARDMAN, HELEN
@ Home
RewestGpioe saarcn rerty Browse Catslogs > AllCategeries-| ABRASIVES
Catsgory Paf
- » [ 2atact aDasatact Al Add Salactad To:  mgCar [ Compare [l FEVOMES G Tamplaiss
A1l Raquast Option Catalog (2 / ENES, COATED: CLOT.(737)
Catalag Purchasing tams ABRAZIES, SOLID: WHEEL(208) “Sart By
Surchasing ltams 45=a AERAZIVES, SANDEL [OTHER (33] Cstalog Search Resulis (7 Fna  Fiet ‘4 1-soorso M Last
= - 3 L [OTHER (33
ACOUSTICAL TILE, INSULATING MA
- . . CLOTHS, ASRASIVE, SMERY 1 IN. X 30 FT., 241 S3IT
Express item Entry ADDRESSING, COPYING, MIMEQGRAD STEEL WOOL, ALUMINUM WOO..(28) =] = ™
R AGRICULTURAL CROPS AND GRAINS
Left Special Requaats AGRICULTURAL EQUIFMENT, IMPLEM ABRASIVES, SANDBLASTING...{11) . o
AGRICULTURAL EQUIPMENT AND IMP Mare... Hem D DOS1£18040 suppller KAK CORP
. . FG":"LB_MQES o AlR COMPRESEORE AND ACCESSORIE Prics LO10C  USD Suppllar D 0900052342
N aVl g atl O n -< = = AIR CONDITIONING, HEATING, AND Item Category et cen UOM Roll Manuracturer
AIRCRAFT AND AIRPORT, EQUIFMEN \ = ASIUE CRINDIN. (23] e = -
Favoritas hnoR WHEELS, AERASIVE GRINDIN.(22) Quantity 15.0000 Pratanorammes 3 agatg Tenpier)
M enu Tampiates EELTS, ABRASIVE, ALUMINU..(55)
s VE EMER .
o servizes CLOTHS, ASRASIVE, EMERY (52) O CLOTHS, ASRASIVE, SMERY 1 IN. X 30 FT., 240 GRIT
FrEe aEt
\anabis = s CLOTH, AERASIVE, ALUMINU..(25)
Tima and Mat CLOTHS, ABRASIE, EMERY..(15) item 1D LOS51£12340 Suppller E &M Auta F2int and Supply Carp i Prafamed
- 'r.'w; == P Prica 00100 UsD SupplisrID 0I00O34153
\ Racently Ordarad o uomM  Rot Manufacturer
Manufacturer Nams T PEE—
NoValuz (1031) Quanttty & A P adato Favorties W8 Agd to Tempistegs)
Suppliar Name - N -
O f d t h t d . £ &M Auta Paint and Su(351) [m] CLOTHS, ASRASIVE, SMERY 1 IN. X 30 FT., 30 GRIT
nce you 11na an item you wisn to oraer: oK £ORP ped]
Winisack Brothass Ing (123)
g:':'f’all"ui :Isl':I - e item 1D 0251412030 Suppller E 2 M Auta Paint and Supply Carp ¢ Prafemred
. . ME:ET‘ miform Compary -(160) Prics D.010D USD Supplier 1D 0IOCO34153
e uom Fet
* Click on the box to the left of the item st
ick on the box to the left of the ite
. . . Y€ (567) Quanttty L Aad ;\h AddtoFavares 99 A to Temglzte(s)
description to select the item. o
O CLOTHS, ASRASIVE, EMERY 1 IN. X 30 FT., 30 GRIT

» Update the Quantity field with the number of
items you wish to order.

R

* Click on the Add button to add the item(s) to your shopping cart.

» Click on the Checkout button to continue to process your requisition as shown on the previous pages.
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Add Catalog Items (continued)

CARDINAL

Create Requisition 7 |

Walcams  ARDMAM, HELEM . ———
@ Home A MyPreforznces  GF Requisitan Sstings | 4linzg Checkolrt
Request Oplicns = ggarch [Catzlg v | I Search | mgvanced zearen
Filter by

| EBrowse Catalogs > All Categories> ABRASIVES |

Category Path
[ setact anDazatact an

o:  ggoan [ Compare e Favortss [ Tamplatss
ABRASNES, COATED: CLOT..(T3T)

ABRAZNES, SOLID: WHEEL..(205)

ssartEy

Catslop Search Results (7 Find Firet '* 1-500f50 '* Last

ABRAZIVES, SANDEL. [OTHER (33)

=) CLOTHE, SNE, EMERY 1 IN. X 30 FT., 240 GRIT

STEEL WC-OL, ALUMINUM WOO. (28]

ABRAZIES, BANDELASTING,..(11]

Mara... Item ID CO51418040 Suppller KPK CORP
Prica C.0A0O0 usD SupplieriD CO00OS2345
Itgm Category uom Roll Manufacturar

Ao

WHEELS, ABRASIVE GRINDIM..[E3)

Quantity 15.0000] --; Add ] J,J- AddtaFavarties B A4 1o Templzte(s)

Create Requisition O CLOTHE, ASRASIVE, SMERY 1IN, X 30 FT., 240 GRIT
Walcoms  ARDMAH, HELEM
Home
__ Item 1D 0351412040 Suppller E & M Auto Paint and Supply Carp i Prafemed
REqUESt Dptions search [Calalg 4 ~] Prics 00100 USD SuppliariD [O00934153
UK  Red Manufacturar
4all Request Opbions Catalog L I
auantity [ Jer Age [ addto Favarites 59 Agd to Temglates)
Catalag Purchaeing s
ABRASIVES

ECOLETI DAL TILE, INSULATING MA O CLOTHS, ASRASIVE, EMERY 1 IN. X 30 FT., 80 GRIT
Express Itam Entry ADDRESSING, CORYING, MIMEDGRAR
soscial o " AGRICULTURAL CROFS AND GRAINS

pecial Requsests AGRICULTURAL EQUIFMENT, IMPLEM - -

ASEIELULTURAL LU IFMENT AMD IME em 1D CJ51412030 Suppller E & M Auto Pzint and Supply Carp “F Prefemed

F“’[;‘L‘?_IHEES P AIR COMPRESSORS AND ACCESSORIE Prica 0.0100  USD SuppllerID 0000034153
= : AR CONDITIGNING, HEATING, AND uom  Rold Manutacturer
Favorites AIRCRAFT AND AIRPORT, EQUIFMEN
- Quan ) My = _ ;

Mor=... ity N A L P ——
Tamplates
aPro Services O CLOTHS, ASRASIVE, EMERY 1 IN. X 30 FT., 80 GRIT

=teed Cost Sarvice
arabla Cosl Semics
Tim= and Materals

Recently Orderad
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CARDINAL

To add items or goods to your requisition that are not included in the catalog of items and have no item ID, use the Special
Requests page. A special request can be for goods or services.

Add Special Requests

Click on the Special Requests hyperlink.

48 CARDINAL

Welcome to Cardinal! All

Favorites v I Main Menu v

# eProcurement~ ¢ Requisition I

Create Requisition]

Welcome ARDMAN, HELEN

i Request Options

i
hd ]
i

All Request Options

Catalog
Purchasing ltems

Express Item Entry
Special Requests

Forms
Business Cards

Favorites

Templates

ePro Services
Fixed Cost Service
Variable Cost Service

Time and Materials

Recently Ordered

¥ | Search

7 | Advanced Search

Home 7 My Preferences 8¢ Requisition Setiings I 2 0Lines | checkout

search |Al v]

@

rm

GCatalog E

Browse Catalogs
Purchasing ltems

Forms E'

Create and Submit Forms

Business Cards

ePro Services D@

Request Services

Fixed Cost Senvice
Variable Cost Service
Time and Materials

Express Item Entry
Create an Express Requisition

Favorites

Browse Favorite ltems and
Services

Recently Ordered

View recently ordered items and
senvices

\ Search | Advanced Search

Special Requests
Create a non-catalog request

Templates

Browse Company and Personal
Templates
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On the Special Requests page, complete the following
sections, if applicable:

* Item Details: Add an item not in the catalog.
An * indicates a required field.

« Supplier: If you have a preferred supplier, enter
the information here.

« Manufacturer: If you have a preferred
manufacturer enter the information here.

« Additional Information: Add comments you
wish for the buyer to see.

Request New Item: Select this check box to request
that the item be added to the item master. A request
new item worklist notification is sent.

Add to Cart: Click this button to add the special item
you entered to the requisition.

Continue to process your requisition as shown on the
previous pages.

Add Special Requests (continued)

to Cardinal!

|?_,,‘CARDINAI."| W

Favorites = ‘ Main Menu »
Create Requisition

Welcome ARDMAN, HELEN
Request Options

All Request Options

Catalog
Purchasing ltems

Express Item Entry
Special Requests

Forms
Business Cards

Favorites

Templates

ePro Services
Fixed Cost Service
Variable Cost Service

Time and Materials

Recently Ordered

>

eProcurement  *  Requisition

Al ~ | Search

B vome A My Preferences

Search

ﬁ’ Requisition Settings

Home

Advanced Search

[ |

~ 1line

Search

Worklist

| Checkout |

‘ Advanced Search

Item Details

*ltem Description

Special Requests (7

Enter information about the non-catalog item you would like to order:

Suggest New Supplier

*Price *Currency |USD
*Quantity “Unit of Measure
*Category Q Due Date
Supplier
Supplier ID Q
Supplier Name Q
Supplier ltem ID
Manufacturer
Mfg 1D Q
Manufacturer
Mfg Item 1D
Additional Information
A
[ Send to Supplier [ Show at Receipt [ Show at Voucher

Request New Item

[IRequest New Item

A notification will be sent to a buyer regarding this new item request.

Addto Cart | I

Add to Favorites

e g |

Sign out}
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Add eProcurement Services
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CARDINAL

From the Create Requisition page, click on one of the ePro Services hyperlinks:

» Fixed Cost Service: This is a service with a fixed fee and is not part of the item catalog.

 Variable Cost Service: Thisis a service that is based on the number of hours of work.

« Time and Materials: Used to request a service that is based on time worked and materials used.

r CARDINAL— Welcome to Cardinal! A

Favorites = I Main Menu - *  eProcurement = * Reguisition I

> | Search

Create Requisition 2

Welcome ARDMAN, HELEN
! Home s My Preferences lgi%l?equisiticm Settings

Request Options S Search |’°‘" Vl

Enter search criteria or select ~ —
from the menu on the right to &f, Catalog =/ Express item Entry
begin creating your requisition. Browse Catalogs Cresate an Express Reguisition

Purchasing ltems

ABRASIVES, PLASTOME ABRASIVE...
ABRASIVES, SILICON CARBIDE (...
POINTERS AND PARTS, LEAD ABR..

ﬁj ePro Services @ Recently Ordered

Reguest Services “figw recently ordered items and
services

Fixed Cost Senvice
“ariable Gost Service
Time and Materizals

Homg
# | Advanced Search
e ———— 1
DB e b Checkout 2
| Search Advanced Search

Special Requests
Create a non-catalog request

D Forms E'-'. Favorites Templates
— Create and Submit Forms Browse Favorite ltems and Browse Company and Personal
Services Templates
Business Cards MUTS, JAM, STEEL 1-1/4 IM. 5. Test Template
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Enter the details and click on the Add to Cart button.

Continue to process your requisition as shown on the previous pages.

Add eProcurement Services (continued)

Time and Materials

Fixed Cost Service

*Service |
Description
*Value of Service
*Category
Supplier ID

Supplier Name

Start Date

L L L

*Currency |U3D

Suggest New Supplier

*Service Description
*Number of Units of Work
*Rate

*Category

Supplier ID

Supplier Name

Beginning Date

Quote Number

Additional Information

L PP

*Unit of Work Q
*Currency |USD

Suggest Mew Supplier

Date of completion [
Quote Date [w)

e

|:| Send to Supplier

Quote Number

Additional Information

[ Send to Supplier

I Add to Cart '

|:| Show at Receipt

JelyJpe)

[ show at Voucher

*Unit of Measure Q

*Cumrency |JSD

Suggest Mew Supplier

End Date e

B

Ell End Date EX
. R em Description
Variable Cost Service
— *Quantity
“Service Description || *Price
*Number of Units of Work *Unit of Work Q *Category
“Rate *Currency Code USD Supplier ID
*Category Q Supplier Name
N ) upplier ltem ID
Supplier ID Q Suggest New Supplier hanufacturer 1D
Supplier Name Q Manufacturer
Quote Number Quote Date ] Mfg Item 1D
Beginning Date [m] Date of Completion [ Start Date
al Information
Additional Information
e
d to Supplier
[JSend to Supplier [ Show at Receipt [] Show at Voucher

| Add to Cart |

to Cart I

[ show at Receipt

[ show at Voucher
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Simulation: Creating a Requisition from eProcurement

You are now about to view a simulation that demonstrates how to create a requisition using eProcurement. Click the
Cardinal logo below to start the simulation.

\

... CARDINAL
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Create a Personal Template

CARDINAL

You can create a personal eProcurement requisition template using data from an existing requisition. This allows you to
create new requisitions in eProcurement that are pre-populated with the data you save on the template, thus eliminating
some data entry. Once a requisition is created from the template, you can modify it.

To create an eProcurement requisition template, navigate to Welcome fo Cardinall O 2 P
the Manage Requisitions page using the following path: e LT R

Manage Requisitions I

Main Menu > eProcurement > Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search bution.
° H H Business Unit 50100 Q Requisition Namz &)
B u S I n eS S U n I t d efau Its b Requisition [ Q Request State [Allbut Complete e
Date From [J201/2018 W Date To [12/2212016
+ If you know the Requisition ID you want to use to create Reauastr A Ertred By . o .
your template from, you may enter it. = = Show Adsrced s
Requisitions 7
« Set the Request Status to All but Complete. To i o aro sncter cchon on s equiion make s ceecion fom e Acton ropdon st nd ik Go.
Reg I Requieition Nama EU Date Requast stata Totzl
0002175052 OOD2175052 50100 12/20/2016 Fending 28,00 USD |[Eelect Action] v G |
° CI|Ck on the Searc h button . 0002175851  Helen Exprass ePro 50100 11172018 Fending 0.01 USD |[Select Action] v 6o |
DD02175850  DOD2175050 50100 11172018 Cpen 50.00 USD[Select Action] |
° Select a req UISItIOI"I from the SeaI’Ch resu ItS 0002175049  DOD2175040 50100 12172018 Open 14875 USD fCancel
0002175048  ODD2175048 50100 102102018 Open 1.00 uspffEsi J
. 0002175827 DOD2175827 50100 10/082016 Approved 1,800.86 USD [Select Acbon]
* On the Sel eCt ACtI 0 n drop-down neXt to the SeIeCted DIFROZIIE  D1FRI201E 50100 10V06/2018 QOpen 93830 UsD |[Select Actien] v G |
I‘eq u |S|t|0n y SeleCt Ed |t. 0002175047 0002175047 50100 1DDE2019 Open 032.20 U3D |[Select Action] v Ga |
0002175817 FOB PLANT MIX - Wil E0100 105208 Pending £70,309.00 UsD [[Select Acben] =
NORTON
. CI|Ck on the GO button . The Ed |t Req u | S |t| on — ReV| ew DO02175045  Smoke Test 50100 10032018 Open 0ot usp[Eeketfeten] V[ Go |
: A 7 7272 t 108 i semop vsp[Eskcfeiod V]| 6o |
an d Su b m |t page W|” d|Sp|ay. DODZ175045  12x7x72 Box Culves 50100 0302048 Pending 22,000.00 USD . a
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Create a Personal Template (continued)
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Your template may contain one or more lines. To

Welcome to Cardinal! All -~ | Zzarch | Advancad Search

T e e | create your template, from the Edit Requisition —
BN RequSHior,“REViek aid Sl | Review and Submit page, Requisition Lines

‘Revizw the kem nformaton snd submi the r=q for spproval.
* 5 .
A MyFreferences 1 Requisition Setings t .
Rt S secton:

Business Unit 50100 VA Diagt of Transpartation Requisition Name [0002175827

Requester [DEBBIE.BELL Bel, Debbie (VDOT) Requisition ID 0002175327

vty W) * Click the checkbox next to the line(s) you want
to include on your template. You can also

Expand lines to review shipping and accounting details i Add Mars Items

S place a checkmark in the Select All / Deselect
s G L b st All checkbox to select / deselect all the lines.

1 & POSTS, SIGN, TELESPAR 2013051828 Korman Signs Inc =] 2 Add
g A

& E?E.E:]-ESLS‘[]%E STEEL, 2013053046 ¥orman Signs Inc 40000 Each £8.0800 23224 B 2 add

D -
e 5 * Click on the Add to Template(s) button. A
& 2;2)5—?1-3. SIGN, SITEELQH\' 5013055008 Korman Signs Inc 15.0000 Each 10,2000 258.40 B O pdd il pop-up WlndOW dlSplayS.
i

0s o !:Hgﬂ(g‘f.m TELESFAR 5013051624 Korman Signs Inc 15.0000 Each 33.3300 £00.30 B 2 Add
(TG

Sectneste: [ assras losie sescsn » Enter a name and description for your
template. Click the OK button to save the new

_ template. _
FrE— * The Check Out — Review and

= PARTS AN 8013050727 Kerman Signs Ine 50000 Each 1059000 544.50 =) O add

Ship To Loeation TAPPAH FI2
Addrass WDOT Tappahanncck Pavement Marking M M M
2 Tpprecnon S Submit page is displayed. You
Intarsection of Rt 17 and Rt 380 [#8” CARDINAL eyt Al ~ | Search | » ] Advanced searcn

— i e B may process this as a new
=NReauiston - Reviews and Subrt requisition or navigate away from

Requisition Comments RevieNge fem informat
Enter rEquISItion comments

Add items to Templates

the page.

Add Selected Items to Template(s)

Templates. Personalize | Find | View Al | & First 0 10f1 @ Last
[ 5end to Supplier O Show at Receipt O Shown at Voucher 3
Tempiate Name Deseription
Approval Justification [ Test Test Templats

Cart Summary: Tof

Entar approval justiication for this requisition .
Expand lines to revie Add a new template

Requisition Lines
Template Name [ABrazives

Line. Desc

M1 gz ABRAS
SEEE ] oK Gancel
M2 gg ABRA:
) caRal
= Save & submit L] Eave for Later i Add More lt=ms &8 Praview Approvals
‘s . = == M3 gg POIN
LEAD ABTRE TRETE
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Use a Personal Template

CARDINAL

Your template is now saved. When you create a new requisition, you can select this template from the eProcurement Create
Requisitions page. Click on the named template’s hyperlink under the Templates section.

Favorites » I Main Menu « » eProcurement » * Requisition I

Create Requisition =

Welcome ARDMAN, HELEN o
Home /" My Preferences Hequisition Settings I - OlLines
Request Options - Search [All v| | Search T S
Enter search criteria or select - — N
from the menu on the right to % Catalog =) Express Item Entry 1 Special Requests
begin creating your requisition. Browse Catalogs Creste an Express Requisiticn Create a non-catalog request
Purchasing ltems
D Forms E‘I" Favorites Templates
—  Create and Submit Forms Browse Faverite Items and Browse Company and Personal
Services Templates
Business Cards NUTS, JAM, STEEL 1-1/4 IM. 5.. f4———> Abrazives Reorder
ABRASIVES, PLASTOME ABRARIVE...  Test Template

ABRASIVES, SILICON CARBIDE (...
POINTERS AMD PARTS, LEAD ABR._..

ﬁj ePro Services |r.';l Recently Ordered
Request Services “izw recently ordered items and
SEMvices

Fixed Cost Service
“ariable Cost Service
Time and Materizls
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All your personal templates will display.

» If you wish to view the items in the
template, click on the Expand triangle
icon.

* For each template you wish to add to
your requisition, enter the quantity in the
box to the right of the template name.

« Click on the Add button to add all the
items in the template to your requisition.
The words Added to cart will appear to
the right of the Add button.

« Click on the Checkout button to continue
processing your requisition as described
on the previous pages.

Manage Personal Templates: This
hyperlink will initiate a pop-up window where
you can view template details and modify
details if needed.

Use a Personal Template (continued)

Create Requisition @ |

Welcome ARDMAN, HELEN

Request Options

All Request Options

Catalog
Purchasing ltems

Express ltem Entry
Special Requests

Forms
Business Cards

Favorites

Templates

ePro Services
Fixed Cost Ssrvice
“ariable Cost Service

Time and Materizls

Recently Ordered

Home /" My Preferences %5% Reguisition Settings I E‘ Zlines | (B2t
Search [ Templates M Search | sdvanced Search
Templates (2 Quantity
Abrazives Reorder 1.0000 | TE Add i Added fo cart

Personal Template ltems

Find First 4/ 130f3

EE ABRASIVES, PLASTONE ABRASIVES, PLASTONE
«f Price Breaks

Item ID 0051404000 Supplier Name E & M Auto Paint and Supply

Price 0.0100 uso Supplier 1D 0308034153
UOM Each e

Manufacturer
Quantity 500.0000

23] ABRASIVES, SILICON CARBIDE (CARBORUNDUM) OXIDE ABRASIVES, SILICON CARBIDE
(CARBORUNDUM) OXIDE

Item ID DO51410000 Supplier Name E & M Auto Paint and Supply

Price D.0100 usD Supplier ID :}Cncélr:?namss
UOM Each e

Manufacturer
Quantity 2000.0000

23] POINTERS AND PARTS, LEAD ABRASIVE REFILL CUPS, SUITABLE FOR SHARPENING
GRAPHITE AND P

Test Template

hznage Personal Templates

Item ID 3052360018
Price 0.0100 UsD
UOM Each

Quantity 300.0000

Supplier Name MBC PRECISION IMAGING
Supplier 1D Q000052871

Manufacturer

|m  Add |
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W hich feature allows you to add to requisition items that are not tied to a
catalog?

O eProcurement

O Special Requests
O ePro Services
O

Express Entry



The Catalog search allows you to further narrow your search results using the
left hand navigation.

O True

O False
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Which method would be best to use when you buy the same group of items
frequently?

Recently Ordered
Templates
Express Item Entry
A and B

B

O 0 O 0O O O

A
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Lesson 3: Summary

CARDINAL

In this lesson, you learned how to:
» Create an eProcurement requisition

» Create and use eProcurement personal templates
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Lesson 4. Maintaining a Requisition

CARDINAL

This lesson covers the following topics:
* Maintaining a Requisition in the Purchasing Module

* Maintaining a Requisition in the eProcurement Module

Requisitions can be maintained in either the Purchasing or eProcurement module, regardless of which module was used to
create the requisition. In both modules you can access, update, review, check the status of, or view documents associated
to a requisition.

The options available in the Purchasing and eProcurement modules when maintaining a requisition are generally the same.
However, they use different menus and views, and are presented differently on the screen.

You can edit or cancel a requisition as long as it has not already been sourced to a purchase order or a sourcing event.

You can make changes even if the requisition has been approved. However, increasing the price or quantity may trigger the
requisition approval workflow.
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Purchasing Module

There are two pages from which you can view a requisition
in the Purchasing module:

* Maintain Requisitions page
* Requisitions page (view only)

Maintain Requisitions Page
From this page, you can access, edit, cancel, and change a
requisition.

Navigate using the following path:

Main Menu > Purchasing > Requisitions > Add / Update
Requisitions

Maintaining a Requisition: Purchasing Module

Requisitions |

Use the following search to look for an existing Requisition.

I Find an Existing Value I Add a New Value

Search Criteria

Business Unit[= V] (0100 x| Q
Requisition 1D
Requisition Name
Requisition Status|: o | | o |
Orign
Requester
Requester Name

Hold From Further Processing [}

PRp

[ case Sensitive
Limit the number of results to (up to 300): 300

- @
| Search || Clear |Basic Search [ Save Search Criteria

Search Results

300 of 15535 resulis are displayed.
View All

Business Unit Requisition 1D

Requisition Name Requisition Status Origin

Requester

Requesier Name

50100 2075865 075865 Denied ONL SHARON.MORALES  Morales, Sharon W. (VDOT
50100 2069457 RFR - 5&I Removal Commuter Lot Open ONL HEIDLKOVACS Kovacs, Heidi M. (VDOT)
50100 01PR0201B 01PR0201B Open ONL AHILL Hill, A Scott (VDOT)

50100 002075373 002075373 Open ONL LINDA.BOWERY Bowery, Linda (VDOT)

Use the Find an Existing Value tab search for the requisition you would like to maintain. Click on the desired requisition

hyperlink.

Some of the viewable features include the Document Status and View Approvals.

79




Maintaining a Requisition: Purchasing Module (continued)

CARDINAL

Maintain Requisitions Page continued

Some of the viewable features include the Document Status and View Approvals. Click on the hyperlinks to view more
details.

Maintain Requisitions
Requisition
Business Unit 50100 “WebIMS Req Type Status Pending X
Requisition ID 0002175955
Requisition Name 0002175955 [ 1Hold From Further Processing
Header (7
*Requester GEORGE.MASON |CQ MASON,GEORGE
*Requisition Date |01/15/2017 EN Requester Info
Origin [ONL Q Online Input
*Currency Code USD Dollar
Requisition Defaults Add Comments
Requisition Aclivities Amount Summary (7
Document Status
Total Amount 15.00 USD
Add ltems From (¢ Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
Iltem Search Requester ltems Line Q. To Q| Retrieve ‘
Line (2 Personalize | Find | View All | IE‘| = First ‘4" 10of1 '} Last
Details '| Ship To/Due Date || Status || Supplier Information || ltem Information || Attributes || Contract || Sourcing Controls || WebIMS |
- - . " . Merchandise
Line Item Description Quantity UoMm Category Price Amount Status
1 % 0051417548 Q) |CLOTHS, ABRASIVE, ¢ ] E& 1.0000 EA |Q 0051417 15.00000 15.00 Pending O w ES +] [=]
View Approvals *Goto __More...
|[Flsave ||[ch Retumnto Search ||[=]Notify || Refresh | |Ex Add || B Update/Display




Maintaining a Requisition: Purchasing Module (continued)
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Requisitions Page

A requisition that does not need modifications could be viewed using the Review Requisition Information page. This is a
view only page. Navigate to this page using the following path:

Main Menu > Purchasing > Requisitions > Review Requisition Information > Requisitions

On the Requisition Inquiry page, enter your search criteria and click OK.

Requisition Inquiry

Business Unit|50100 |
Requisition ID [0002175955| x [Q To Req

ﬁ:

Requisition Name Q
Req Status Q Origin

(Q

Requester

P L

Requester MName
Requisition Date | To E]
Supplier SetlD STATE Supplier Lookup
Supplier ID 3 Supplier Details Supplier Name

s P

Item SetlD STATE ltem 1D
Item Description| P

[IDirect Ship

254 characters remaining
Department Q

| OK l | Cancel
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Maintaining a Requisition: Purchasing Module (continued)
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Requisitions Page continued

The Details tab displays the Requisition ID, Requisition Name, Requisition Status, Requester, Req Date, and Total
Amt.

Click on the Requisition hyperlink to view Requisition Details for the requisition. Click Return to go back to the
Requisitions page.

Requisitions

Req Inquiry Personalize | Find | View All | (2| = First ‘¥ 1of1 '" Last
Status | =
Unit Requisition Requisition Name Eg{g;siﬁo" Requester Req Date Total Amt

0002175955 Pending MASON,GEORGE 01/15/2017 15.00 USD
Approval

50100 0002175955

Requisition Details I
Help

Business Unit 50100
Requester MASON,GEORGE
Requisition Date 01/15/2017 Merchandise Amount 15.00 USD

Req Status Pending

Requisition Details Personalize | Find | View All | 20| [ First (4" 10f1 * Last

Details || More | Contract |

Line Status item ID Description Supplier ID Supplier Req Qty UOM Merchandise Amt A’g:;“‘
1 Pendin 0051417548 CLOTHS, ABRASIVE, EMERY, 9N 0000034153 £ &M Auto Paint 1.0000 Each 15.00 USD ] =
9 P . . . * and Supply Corp . - =

‘ Return |
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Maintaining a Requisition: Purchasing Module (continued)

CARDINAL

From the Requisitions page, click the Status tab to display the current or completed path of the requisition you are viewing.
This tab contains hyperlinks to associated POs, Receipts, and Vouchers, as well as icon hyperlinks to the Document

Status, Approval Status, and Comments.
In this example, clicking on the hyperlink for On PO will take you to the Requisition to Purchase Order List which will have
additional hyperlinks to the POs. Clicking on the hyperlink for Received will take you to the Requisition Receipts List

which will have additional hyperlinks to the receipts.

In the example below, the requisition went to PO and has been received, but not yet vouchered.

’? CARDINAL __
=y All ~ | Search 7 | Advanced Search [d] Last Search Results
Favorites = ‘ Main Menu + > Purchasing+ » Requisitions + > Review Requisition Information+ > Requisitions
Requisitions
Req Inquiry Personalize | Find | View All | LF‘] Es First ‘4" 10f1 "}/ Last
Details =
Change Direct Ship Use Procurement
Unit Requisition Requisition Name o OnRFQ On PO from Received On MSR On Voucher
rder supplier Card
50100 0002175955 0002175955 B .
Search
=] Motify
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You can also manage a requisition using the
eProcurement module from the Manage
Requisitions page. From this page, you can
cancel, copy, edit, pre-check, and view a printable
version of the requisition.

Navigate to the Manage Requisitions page using
the following path:

Main Menu > eProcurement > Manage
Requisitions

Search for the requisition you wish to maintain.

To view more details about a requisition click on
the Expand triangle icon to the left of the Req Id.

To cancel, copy, edit, or view a requisition, select
an action from the Select Action drop-down list
and click Go.

Maintaining a Requisition: eProcurement Module

Favorites = Main Menu = ¥ eProcurement » ¢ Manage Requizitions I

Manage Requisitions

Mew Window | Help | Personalize Page | D'

w Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selsction from the Action dropdown list and click Go.

Business Unit|50100 &} Requisition Name [&}
Requisition ID Q. Request State | All but Complete hd
Date From [D&/01/2016 [ Date To [03/15/2016 [
Requester &} Entered By Q POID Q
| Search Clear | Show Advanced Search
Requisitions (7

Req ID Requisition Name BU Date Request State Total
0002175845  12x7x72 Box Culvert 50100  08/08/2016 Pending 96,000.00 USD [[Select Action] v|| Go |
0002175844 12x8x42 Box Culvert 50100 D8/08/2016 Canceled 0.00 UsD [[Select Action] M e |
Du-anzﬂssm 0002175940 50100 08/08/2016 Pending 4,202.24 USD |[Select Action] V|| Go |
Requester Grindstaff, Bonnie (VDOT) Entered By Grindstaff, Bonnie (VDOT) Priority Medium
=k = oy i E‘ E =7 " il
= = HE;:::-’H W - &5 3
N . Furchase Change L A .
Requisition Approvals Inventory Orders Request Recsiving Returns Invoice Payment
Request Lifespan:
Line Information Personalize | Find | 20 | =] First ‘4’ 10f1 ‘%) Last
Line Description Status Price Quantity uom Supplier
1 B coLn MIx, ASPHALT Pending Approval 526000 usD T54.0000 BG Sesboard Asphalt Products Co X
0002175837 RESTOCK 21A FOR 50100  D8/08/12016 PO(s) Dispatched 1,826.45 USD [[Select Action] M e |
ARLINGTON
0002175934 0002175934 50100  08/D8/2016 Pending 1,800.00 UsD[Select Action] v Go |
0002175913 0002175813 50100  D8/08/2016 PO(s) Dispatched 7.500.60 USD |[Select Action] V[ e |
0002175905  SNOW 2016 50100  08/08/2016 Pending .00 UsD [[Select Action] V|| Go |
0002175802 0002175802 50100 D8/08/2016 Pending 14169.50 USD [[Select Action] M e |
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Maintaining a Requisition: eProcurement Module

Favorites = I Main Menu - ¥ eProcurement =

¥ Manage Requisitions I

Manage Requisitions

New Window | Help | Personalize Page | £

w Search Requisitions

To lovate requisitions, edit the criteria below and click the Search button.

Business Unit 50100 Q, Requisition Namel |Q
Requisition 1D L= Request State |AII but Complete e
_— T
Date From [D3/01/2016 ] Date To [08/15/2015 I3
Requester QY Entered B;r| |q PO ID aQ,
| Search Clear | Show Advanced Search
Requisitions (7
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisifion Name BU Date Request State Total
0002175945 12772 Box Culvert 50100 02/D3/2016 Pending 96,000.00 USD [[Select Action] [ eo |
0002175844  12x8x42 Box Culvert 50100  08/08/2016 Canceled 0.00 usD [[Select Action] V[ e |
B 0002175840  0D02175940 50100 08/08/2016 Pending 420224 USD [[Select Action] v Go |
Requester Grindstsff, Bonnie (VDOT) Entered By Grindstaff, Bonnie (VDOT) Priority Medium
E o8 o Ed < o [2 ._
; = o= o = oy .
o ' Furchazs Change s R
Requisition Approvals Inventory Orders Request Fecsiving Invoice Payment
Request Lifespan:
Line Information Personalize | Find | V] ] First ‘4 1of1 "B Last
Line Description Status Price Quandtity uom Supplier
1 B cop MIX, ASPHALT Pending Approval 5.36000 usD 754.0000 BG Seaboard Asphalt Products Co x
0002175837 RESTOCK 214 FOR 50100 D&/08/2016 PO(s) Dispatched 1,826.45 UsD |[Select Action] M
ARLINGTON
0002175834 0002175934 50100 08082016 Pending 1,300.00 usDf[Select Action]
0002175913 0DO2175813 50100 D&D&E/2016 PO(s) Dispatched 7,500.60 UsD [[Select Action] V[ ee |
0002175805  SMOW 2016 50100 08/03/2016 Pending 5.00 UsD [[Select Action] [ co |
0002175802 0002175802 50100 08/08/2018 Pending 14,169.90 UsD [[Selett Action] M
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Maintaining a Requisition: eProcurement Module
-3 (continued)

CARDINAL

When you expand a line you see a pictorial representation of the requisition’s lifespan and status. Each active (blue) icon is
a hyperlink to the document associated to the requisition (purchase order, receipt, etc.). Click on an active icon, to view the
details. Click on the Requisition icon. The Requisition Details page is displayed.

IManage Requisitions

Search Requisitions
To locste requisiions, edit the criteria below and click the Search button.

Business Unit| 50100 aQ Requisition Name a
Requisition 1D Q Request Stale| All but Comnplete e
Date From | 11/01/2016 =] Date To|122002016 [y
Requester| PPS1_HELEN ARDACY Entered By aQ PO D Q,
| search Clesr | Show Advanced Search
Requisitions

To view the lifespan and Ene items for & requisition, click the Expand triangle icon.
To edit or parform anather action on a requisition, make 3 selection from the Action dropdown list and ciick Go.

Req D Requisition Name BU Date Request State Total
0O0Z17E853 0002175053 60100  12/20/2018 Open 2800 UsD [[Seizct Action] ¥ e |
DD:IE-2I?5952 0002175052 50100 122802016 Pending 25.00 usD [Select Astion] vl Ge |
Requester ARDMAMN, HELEN Entered By ARDMAM, HELEM Priority Medium
Ef B B = A
= = i - i o
Requisition Approvsls Irventory F'uar-:::;a Rc:::g:__ Receiving Reztums Ivizice Payrnent

Request Lifespan:

Line Information Personalize | Find | (21 | ’;‘ First ‘4 1-30f3 '} Last
Line Description Status Prica Quantity LOM Supplier
LSIVES, PLASTO
1 EA AER'?'Sl t ONE Pending Approval 0.01000 usD 500.0000 EA E & M Auto Paint and Supply Corp X
ABRASIVE..
2 g ABRASIVES, SILICON CARBIDE | s Acproval 0.01000 UsD 2,000.0000 EA £ & M Auto Psint snd Supply Corp b4
3 B :gg"TERS AMDPARTS. LEAD  poriing Approval 0.01000 uso 300.0000 EA MEC FRECISION IMAGING 4
0002175051  Helen Express ePro 50100 11/17/2018 Pending 001 USD [looee rene] o ||
0002175850 0002175050 50100  1117/2018 Open s0.00 usD [[Seizct Action] ][ e |
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-3 (continued)
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On the Requisition Details page, if comments were
added to the requisition they will be displayed in the
Requisition Summary section.

In the Requisition Lines section, click on the Expand
triangle icon next to a line to view the shipping details for
the line. You may also expand the Accounting Lines to
view the accounting distribution details.

If associated to a contract, there will be a Contract
Information hyperlink. Click on it to drill down to the
contract details.

Navigate to edit the requisition by clicking on the Edit
Requisition button at the bottom of the page.

The requisition will open in the module it was created in
I.e., eProcurement or Purchasing.

Use the Return to Manage Requisitions hyperlink to
navigate back the Manage Requisitions page.

Maintaining a Requisition: eProcurement Module

Requisition Details I

Requisition Summary

Business Unit 50100
Date 12202018

Requisition Name gpooz175052

Requisition ID 0002175052

I Return to Manage Requisitons I

Request State  Fending Total Amount 23.00 USD
Requested For FPS1_HELEN ARDMAN
Expand lines to review shipping and sccounting detsils
Reguisition Lines
Line Item Description Source Status Amount Only Quantity Price Status Total
HZ ABRASIVES, PLASTONE Mot Source Mo 500.0000 Each 0.01000 USD Pending 5.00
ABRASIVE...
Shipping Line 1 Ship To CNTRL OFF32 Guantity 500.0000
WDOT Central Offica Price 0.01000 Price Adjusiment
1221 E. Broad St
Richmend, WA 23218
Atftention To  ARDMAN, HELEN
Due Date
—
D’«\ocounting Lines
Distribute By Cty Liquidate By Amt
Accounting Lines Personalize | (| [ Fist 4 1of1 b Lest
Details More Details 2 Aszz=t Information | [T
S - . = _ Entry ~
Dist#  Status Location ReqQty Merchandise Amt Percent GL Unit Eot Account Fund Program Department
1 Open CNTRL OFF2 500.0000 5.00 100.0000 50100 502550 04100  E20001 10002
< >
z B asmaswvEes, sILCoN Mot Source No 2,000.0000 Each 0.01000 USD  Pending 20.00
CARBIDE (...
3 B POINTERS AND PRARTS, Mot Source No 200.0000 Each 0.01000 USD  Pending .00
LEAD ABRA...
I Edit Requisition |
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Maintaining a Requisition: eProcurement Module
(continued)

CARDINAL

If active, i.e., blue, click on the Approvals icon from the lifespan on the Manage Requisitions page to view the status of the
approvals for the selected requisition.

IManage Requisitions

Search Requisitions
To locste requisitions, edit the criteria below and click the Search button.

Business Unit| 50100 aQ Requisition Name L&
Requisition I @ Request State [ Al but Complete [¥] Approval Status I
|
Date From | 11/01/2016 =] Date To 122002016 oy
Re ter PPS1_HELEMN_ARDM|C Entered B Q Business Unit 50100
quester _HELEM ARDM| red By A FOIO Requisition |0 0002175252
Requisition Name popzq75252
| Search Clear | Show Advanced Search Requester AFDMAN, HELEN
Requisifions @ Entered on 12/28/2018
a = Satus pending Total Amount 28.00 USD
To vie'.w the Iiﬂ_espen and Ene it.ems fara .'eq.uis_it'on. click the E'::panci triangle |c,0"| ) o Prionity pedium
To edit or parfom sn::thec: E..E.:'.IO"I on a requisition, make a selection from the Action dropdown list and cfick Go. Requester's Justification
Req D Requisition Name BU Date Request State Total : | No justifization enferad by requester
0002175252 0002175053 50100 1202802018 Op=n 28.00 UsD|[Seiect A o .
“iew printable version
DU:E-21?5952 0002175052 50100 122802016 Pending 25.00 usD|[Selecthact .
— ; iLine Information 12
Requester ARDMAN, HELEN Entered By ARDMAM, HELEN Priority Madiumn <
Review/Edit Approvers
H e i Lo ; > Req for Supervisor Action
= L3 4 iy 2
Requisition Approvals Invertory Fg:::e Rc:::g:_ Receiving Retums I ReqU|5|t|D" 0002175952:Pendi ng
- Raquester's Supervisar
Request Lifespan: Req _q "
Line Information i ind | Y | [ Pending
Personalize | Find | = | ,_:;‘ G WCCRACKEN, STACY
Line Description Status Prica Quantity oM Supplier Requestars Supanisor

1 &2 ggzg:@ FLASTONE Pending Approval  0.01000 UsD sogooss  EeMausFanidl Rag for Procurement Mgr Action

2 B ’[“ER“S""ES- SILICON CARBIDE ooy fing Approval 001000 Uso 20000000EA &M Auto Psint o Requisition 0002175952:Awaiting Further Approvals
. . Req - Procurement Manaper
s, POINTERS AMD PARTE. LEAD . N - = - ’
3 =] AEA Pending Approval 0.010C0 uso 300.0000 A MEC FRECISION Not Routed
rr—— Multiple Approvers
0002172281  Helen Express ePro 50100 1 1.-'15(-15 Pending 0.01 usp[l==ect A ] Aporowal Assignment te Buyer
0002175950 0002175850 50100 11/17/2018 Open 50.00 UsD |[Sefect At
Retum to Manage Requisitions
Craate Mew Requisition Review Changs Request Review Changs Tracking Manage Recsipts Rebor=rmorre=poer T
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Requisitions can be maintained in either the eProcurement module or the
Purchasing module, regardless of which module was used to create the
requisition.

O True

O False
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You cannot cancel a requisition after the requisition has been approved.

O True

O False
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Lesson 4: Summary

CARDINAL

In this lesson, you learned how to:
« Maintain a requisition using the Purchasing module

« Maintain a requisition using the eProcurement module
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Lesson 5: Processing Requisitions Hands-On Practice

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide direction regarding
specific activities that are part of this lesson. Please ask your instructor if you have any questions.

o
|?,,‘CARDINAL' |
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Course Summary

CARDINAL

In this course, you learned how to:
» Describe requisition concepts, processes, integration, and interfaces.
» Create and submit a requisition in the Purchasing and the eProcurement modules.

« Maintain a requisition in the Purchasing and the eProcurement modules.
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Course Evaluation

CARDINAL

Congratulations! You successfully completed the 501 PR342: Processing Requisitions course. Please use the evaluation
link to assess this course.

[ Click here to access the survey

)

Once you have completed and submitted the survey, close the survey window. To close the web based training course, click
the ‘X’ button in the upper right corner.
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CARDINAL

Appendix

« Key Terms

* Flowchart Key
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Key Terms

CARDINAL

Accounting Distribution: ChartField string that defines how a transaction is charged (i.e., which fund, program department,
account, etc.).

Buyer: A Buyer is an Individual authorized to create a purchase order.

eProcurement module: The eProcurement module provides a web-based solution, similar to a shopping cart experience,
for the activities associated with requesting goods and services.

Favorite Item: Favorites are items frequently ordered that a user can maintain in a single location. Cardinal automatically
builds this list showing the last date the item was requested and the number of times the item has been requested. You can

manually add to this list of frequently ordered (favorite) items and use the list to add items to a requisition without searching
the item catalog.

General Ledger: The module that contains all the accounts (e.g., Budget, Actuals, Modified Accrual, Full Accrual, and

Cash) used to track accounting transactions. The General Ledger serves as the basis for the preparation of financial
statements.

Iltem: An item represents the goods or services provided by supplier. There is a unique identifier for each item. Items are

important for analyzing the total purchase and facilitate the negotiation of a contract with a supplier and Strategic Sourcing
activities.

Item Category: Groups of similar items. Cardinal allows for the definition of item categories, which can greatly reduce the
repetitive tasks associated with service and material purchases.

Procurement: Procurement is the principles, standards, and guidelines related to public purchasing.
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Key Terms (continued)

CARDINAL

Project: A projectis a structure used to track costs, generally over an extended period of time. It generally has a finite
beginning and end. Typically it requires both fiscal year and life to date budget and actual reporting (e.g., Upgrade signal at
Harry Byrd Hwy & Sterling Blvd is 0000094859).

Purchase Order: A purchase order is a commitment from an agency to a supplier to purchase goods or services from that
supplier. It lists purchase information, such as item, quantity, freight terms, shipping terms, payments terms, and shipping
instructions, and is part of the contractual nature of the purchase order.

Purchasing Module: The Purchasing Module facilitates the buying of goods and services and the processing of
requisitions. Purchasing is the actual transaction between an agency and a supplier.

Req Sourced from Contract: This step identifies whether a contract has already been established with the supplier.

Requisition: A requisition is the request for items or services. A requisition is an online form that you use to request goods
or services. Requisitions can be created from the eProcurement or Purchasing module.

Schedule: The schedule defines when and where you want the line items delivered. Schedule is under the Ship To / Due
Date tab in the Line section of the requisition. The schedule includes the Due Date, the Ship Date, and the Ship To
location for the goods. One schedule can include many lines (individual items each with its own description and price).

Sourcing: Sourcing is the process of creating purchase orders from requisitions.
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Key Terms (continued)

CARDINAL

SpeedChart: A shorthand key that automatically populates some ChartFields in one or more accounting distributions.

Storekeeper: The person(s) responsible for handling orders placed via Cardinal and being filled by WebIMS. The District
Storekeeper orders, receives, and issues WebIMS stock.

Strategic Sourcing: Strategic sourcing refers to the process of determining the best suppliers for needed goods and/or
services, and the conditions under which you award them your business. The Strategic Sourcing module allows end users to
create and/or award bids, proposals, purchase orders, and contracts in Cardinal.

Submit Requisition for Approval: When the requisition has all the required item lines and additional data entered, the
Requisitioner submits the requisition for approval.

Supplier: Any person or other entity that provides goods and/or services, or receives refunds, including suppliers, federal,
state, or local government entities, and other fiscal payees. All procurement suppliers are interfaced from eVA to Cardinal.
Non-procurement suppliers (also called Fiscal Payees) will be created directly in Cardinal. Employees are not suppliers for
their own agencies.

Template: A template provides a quick way to create a requisition using previous requisition information.

WebIMS: WebIMS is a custom order fulfillment solution used specifically to order goods such as safety gear, salt or sand
for snow treatment, etc. When this type of good is ordered, Cardinal interfaces with WebIMS to fulfill that order.
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CARDINAL

Flowchart Key

Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
Outcome

Entity
Mame

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is performed
manually.

Defines the possible cutcomes of a
decision or analysis that took place in a
step immediately preceding.

Represents an entitly (person,
organization, etc.).

End

Document

Stap/
Process

@ oyt

Indicates point at which the process begins.
Does not repraesent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a docgment of any kind, either electronic
or had copy.

Indicates an On-Page or Intra Process Connector.
Used to avoid complex overlapping connector lines
or to continue a process on a subsequent page.

Connects steps between business
processes,
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End of Appendix

CARDINAL

Congratulations! You successfully completed the appendix section of 501 PR342: Processing Requisitions course.

To close the web based training course, click the ‘X’ button in the upper right corner.
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